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I -~ LEAVE BLANK 
REQUEST FOR AUTHORITY DAlJ RECEIVED JOB NO 

1.I. 1 FE c 1977TO DISPOSE OF RECORDS 
(See Instructions on Reverse) 115 

TO GENERAL SERVICES ADMINISTRATION 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 NOTIFICATION TO AGENCY 

1 FROM (AGENCY OR ESTABLISHMENT)
Bureau of Reclamation In accordance with the prov1s1ons of 44 USC 3303a the d,s 

----------------------------------j posal request, 1ncludmg amendments, 1s approved except for 
2 MAJOR SUBDIVISION items that may be stamped "disposal not approved" or "with 

General Services Division drawn" In column lO 

t'' 

3 MINOR SUBDIVISION 

Records Management Branch 
4 NAME OF PERSON WITH WHOM TO CONFER 5 TEL EXT 

Theodore M. Ki 1 by 343-9447 I I -J.t-18 

Date 

7 
ITEM NO 

This comprehensive records disposition schedule supersedes 

all previously approved records sched•les of the Bureau of 

Reclamat:ion. Dispositions for machine-read.able records 
appear in the "r·1achine-Readable Records Supplement'' at th 
back of this schedule. NOTE: If the Bureau should devel 
a new centralized ADP system, the l!achine-Readable Archiv 
Division of the National Archives should have the opport 
to review again machine-readable records series created b 
the Bureau • 

.Any record series--either textu~l or non-textual--created 
subsequent to, and/or not disposable by, this schedule 
will be covered by supplementary records disposition 
authority to be obtaJned from the rT.J.tional Archives and 
Records Service. 

6 CERTIFICATE OF AGENCY REPRESENTATIVE (Date) 

I ff!~Y certify that I am author,zed to act for this agency 1n matters pertaining to the disposal of the agency's records, that the records proposed for disposal ,n this Request of 
--- page(s) are not now needed for the business of this agency or will not be needed after the retention per,ods spec1f1ed 

Chief, Records Management Branch2-3-77 
(Title) 

9 10SAMPLE OR ACTION TAKENJOB NO 

conversi n table 

p 
s 
ity 

8 DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

115-106 STANDARD FORM 115 
Revised January 1973 
Prescribed by General Services 

Adm1n1strat1on 
FPMR (41 CFR) 101-11 4 
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l~O. 3enerA.l corre3,onaence. 

Corresronde~ce, ~e~oranda, directives, and reports related to 
Cff1ce or ?roJect admL11strat1cn. Subjects lllclude establishing and 
~evisL~b office procedures, rules, and regulations~ management reviews 
in oroaj functional areas; the control and scheduling of management 
techniques; data process1ng as a r:ianage~ent tool; assign:ing identifying 
names and symbols to Reclani4tion projects, features, and structures; 
using conferences and meetmgs to promote ad:nmistrative matters; 
defining services and their location within an office; employee pay 
and hen.fits information; stock roo~ facilit4es and their use; 
soliciti...~g charitable contributions; promoting purchase of savings 
bonds; and the administration of safety programs. 

Destroy when superseded, revoked, or 3 years old. 

✓ 100-1. Corresoondence, reports, transcriots of hearings, and related 
documents concerning studies or investigations of Reclamatjon 
administrative and management functions by the Congress. 

a. :·Commissioner's Office--Destroy when 10 years o]::l. 

b. lll other offices--Destroy when 3 years olj~ 

< ✓ 100-2.. ?A..anagement review case files. 

Destroy when 5 years old. 

v--i:CC-3. Designations of emoloyees to certify items for publication in the 
Federal Register. 

Destroy when revoked or employee vacates position to which 
designation is assigned. 

777 
.t;(;;O 

~ l ~, .. 
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100-4. Reclamation Instructions or Manuals 

.,.,..-a. Formal releases 

1) Record copy (Commissioner's Office)--PERMANENT. Offer 
superseded releases to NARS when 10 years old. (Arr. by 
volume or series number). ca. 2 cu. ft./yr. 

2) All other copies--Destroy when superseded or obsolete. 

✓b. Regional supplements 

1) Record copy (Regional office of origin)--PERM/\.l\TENT. Offer 
superseded releases to NARS when 10 years old. (Arr. by 
volume or series number). ca. 1 cu. ft./yr Bureau-wide. 

2) All other copies--Destroy when 1 year old. 

100-5. Manuals of other agencies, such as Federal Personnel Manual, Federal 
Property Management Regulations, Federal Procurement regulations, 
General Accounting Office manual and others. 

Destroy in agency when no longer needed for reference. 

100-6. Correspondence relating to arrangements for visits, trips, meetings, 
~ and conferences, including accomodations and approvals of attendance. 

Destroy in agency when 6 months old. 

100-7 Case records reporting public accidents, ::i.n;Junes, fatalities and disabilities with 

related correspondence and lllcludmg sl.mll.ar case records for occurences involving 

contractor employees: 

. Destroy 6 years after date of irx::l.dentw or 3 years after settlemen; o~ aey clalll!.. 

t,/OiEi USE Retention and Disposition Instructions 975-1 and 975-2.fur occvrreu<es 
\l\1/Clv111_, j::'~~ ~l!Xit.e.5 , 

100-8.: Safety and Accidents Summary or Progress Reports. 

Destroy in agency when 5 years old. 

100-9. Safety program publications, posters, safety reminders, and other s1~1lar 
.,,,,/ promotional materials. 

Destroy when 1 year old. 

100-10. Fire fighting agreements and related correspondence. 

Destroy in agency upon termination of the agreement. 

https://reportJ.ng
https://PERMANE:r-..TT
https://sl.mll.ar
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110. ,!\uthorizations and Policies Files. 

Correspondence, reports, and studies regarding Reclamation authorities 
and policies relating to the establishment of nationwide and regional 
boundaries of Reclamation authorities; and including comment from the 
public or other sources concerning Reclamation authorities, activities, 
accomplishments, and related matters. 

a. Record copy of correspondence, memoranda, and public comments 
regarding Congressional delegation of national Reclamation 
authorities, delegations of those authorities to Regional and other 
levels of Reclamation organization, and other Reclamation-wide 
matters of a broad administrative nature. (Commissioner's Off1ce)-­
PERMAf.JENT. Offer to NARS when 25 years old. (Arr. alphabetically 
by office, thereunder chronologically). l ,::n/yr. C<:t ¼ c..,,__ f'-f /<-t, 

b. Record copy of authorities and public comments pertaining to 
region-wide Jurisdictional matters, such as establishment of 
field locations, delegations to field locations, and matters 
concerning establishment of field location boundaries and limits 
of author}t~ ional 1,of.f,i_.ye of recordh-PER.¥.A....TIJENT. Offer to 
NARS).~ff'frf 25) s 81.Yf: 'tJG:t. alphabetically by office, and 
thereunder chronologically). ea:. l ifl/yr. c.,:,. Kl. u,.,ic-1./ 10 lfrs 

c. All other copies--Destroy when 5 years old. 

110-1. Delegation of authority files. 

In-house delegations of signatory and other temporary authorities 
including designations of Construction Engineers as representatives of 
the contracting officer. 

Destroy in agency when revoked, withdrawn, or expired. 

https://1,of.f,i_.ye
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120. Natural Resource Conservation Reference File. 

Letters of transmittal and other correspondence, ref'erence reports, 
and courtesy copies of studies created by other agencies, and related 
to major natural resources conservation programs. 

Destroy in agency when 5 years old. 

120-1. Natural Resource Conservation ',✓ orking Papers. 

Statistical and other raw data, and preliminary reports related to 
maJor programs of resource conservation. 

Transfer to FARC when 5 years olii. Destroy when 10 years old. 
A1.;10-1. Gec."lfherrna.i .In11estiqei..-t1c1'l<:,-· ~ee. Ife.,.,rt.. A l~C·-1; M(.\cl-i,vte.- Rea.°'a.bie Surple~'llleM-4--

120-2. Reclamation Resource Conservation Responsibilities. 

Correspondence, memoranda, reports, and studies defining or interpreting 
Reclamation's authorities in the development and use of natural resources, 
including delegations from the Secretary of the Interior or Congress. 

a. Co,nmissioner I s Office--PERM/1.IJENT. Transfer to FA.RC when 10 years 
old. Offer to NA.~S when 25 years old. (Arr. chronologically, and 
thereunder by subject). ca. l cu. ft./ 10 years. 

b. All other offices--Transfer to FA.RC when 10 years old. DestrQy when 
25 years old. 

120-3. Records relating to environmental impact statements. (if.Je=Lmf;;;~;bf~!TS' 
. -; lstm 1 :set Sof r1e,,,e~) 

a. Reclamation copies of draft and final statements assigned DES and FES 
\."'~,· 

control numbers and transmitted to Council on ~nvironmental Quality. 

1) Commissioner's Office--Transfer to FARC when 10 years old. 
Jestroy when 25 years old. 

2) All other offices--Destroy in agency when 10 years old. 

,/ b. Transcripts of public hearings, or written comments solicited by the 
I 'I Bureau in connection with environmental statements published by the 

Bureau, related correspondence, ~nd ne~ative determinations of 
<>n,drr,nmPn+..1 ;mniart_ Arr- bi;) r,-,7:iecf-. ,l '/p.-vJHt, 

~ !) Re.f~n4.I t1Fflu ~f ~.:>r interest - - Br.e.a.k F;(e a. Ii - . 
1 - -fg ~!?RC WVl~n _,IG Y~$ ofJ., Offer to, ~P""fr~a.te,.,~~;,e~\ lC'Misfer 

, r,ro.v11\/€6 (N;rRS,1 wkett ~s '1ecvs (}{d, RrB s-/td/7i 

~l fill otf.1er oFf'ic_e_<;; -- 'Des.tr~ wl,e.1-v ID '·1Y-S. oic:I, 
c. Advanc"e or review drafts of ES together with supporting data, 

narratives, exhibits, correspon1ence, preliminary reports, reference 
reports from other than Bureau sourees, and other material generated 
or gathered in prepartion of statements and their trans~ittal for 
review, and inclqding review comments~ .l(.n"f=t tu11menf.S are '~-•lu • ../ed atl, 15ra..s A..­

pa rf- N t:n t.t/ft:Mdoc.. •Fe 'fhe EIS,. 71, is ,s ti- J'>1$lndt:l fc•':J re tr.11re4enf ~f- 'f-1.e CGQ. 

Destroy 5 years after issuance of final s taternent.;;;or 10 years after 
date of last document if no environmental statement is prepared 
or issued. 

https://fpropr.a.te
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✓d. Environmental statements of non-Bureau origin, transmitted to 
the Bureau for review and comment or acquired for reference 
purposes, and including all related correspondence or comments. 

Destroy when no longer needed for reference or when 10 
years old, whichever is sooner. 

fr Id. 0 - 6 , E V\Vl<'OV}VYJ~tttl :r::YKf~e.+ Sxte..1r111e..«--t~ J t-Ln'1 mt.ti o.Mol, 
plaMt- \,te, inve,vrl-e1des o..tid on30,n9 ola..+a..... For 

\tvlaM..0-:rev>10V\.+ s+vJ.,e.s -- see J1cic..hivte- f?eo.,da..hfe. 

Reeol""ds Svppl,e,Vlllevtf- > :r::+elM- A l&O - 3 _, 
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122. Records Of Planning Boards. Committees. and Special Commission$. 

i--- Correspondence, preliminary or reference copies of reports, informal 
minutes of meetings of sub-committees, and other related material 
received or created by Reclamation during participation in groups 
empowered to study and propose major plans for multi-agency conservation, 
development, and use of resources, or to consider special problems 
related thereto. 

Destroy when 5 years old. 

122-1. Official copies of minutes of meetings ,and other periodic reports 
(annual, semi-annual, program, or other issue) issued by the board / 
or committee and sent to Reclamation. Arr, h1:, q<"'tv?, ·-¼erw.id'<r cilrc,t'). a, 11 

l-\r, 
a. Commissioner's Office --PERMANENT. Break file annually. Offer 

to NARS when 10 years old. 
b. Regional Office of Major Interest--PERMANENT. Break file 

annually. Offer to NARS when 10 years old. 
c. All other offices--Destroy when 10 years old. 

123. Proposed Reclamation Projects Investigations Files. 

Housekeeping correspondence, prelimiary studies with review comments, 
supporting statistical and documentary data; and formal reports 
including investigation status reports, final report with recommendation, 
and studies of economic factors, special problems, water supply 
availability, reclamation benefits for area studies, and other similar 
matters. 

For life of investigation (i.e., before project becomes authorized, 
postponed, or abandoned)¥ break file every 5 years and transfer 
5-year block to FARC immediatly. Uhen the project is authorized, 
postponed, or abandoned, dispose of records according to 123-1, 
123-2, or 123-3, whichever is applicable. 

123-1. Authorized Project Files. 

v 1/hen a proposed project is approved for construction, the recQrds_{'rA• _r,1,J1• _,
W ff/>ff.fN,' I) . a,11 ,-- i7A 1. tltH

gathered in the investigations file ( Item 123 ) shall be~re-coee 
into the full range of decimal subjects applicable to the records as 
indicated in Records Management Handbook No. 1. The re-coded records 
will for~ the nucleus of the subject files pertaining to the newly­
authorized project, and will contain further accumulations of records on 
those subjects for the life of the project. Use Retention and Disposition 
Instructions applicable to the newly-coded subject identifications. 
For example: 

R&DI 500-3 for records related to geological investigations 
R&DI 500-6 for records related to securing authorization for 

construction of the project 
R&DI 502 for cost estimate records prepared during the investigation 
R&DI 510 for correspondence concerning design, location, and 

construction of dams, and 
Other R&DI provided for specific subject files. 
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123-2. Postponed Project Files. 

✓ Includes records described in Item 123. Upon receipt of official 
notice of postponement, transfer all records tp FARC. On reactivation 
of invl%tigation, withdraw all records from FARC, and dispose of them 
according to Item 123. 

123-3. Abandoned Project Investigations Files. 

✓ Includes all records listed in Item 123. 

Transfer to FARC upon receipt of official notice of abandonment. 
Destroy 10 years later. 

123-4. Informal compilations of working data, computations, and information 

✓ 
regarding proposed Reclamation investigations, and supporting 
narrative or statistical data contained in correspondence and reports, 
EXCLUDING records listed in Item 123. 

Destroy 25 years after authorization of project, or 10 years after 
abandonment of project, whichever is applicable. 
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125. Proposed Project Investigations by Other Agencies. 

Correspondence and preliminary or summary reports concerning proposed 
resource development projects of other agencies, and submitted to 
Reclamation either as a courtesy or for comment, 

Destroy when 10 years old. 

125-1. Public notices of hearings to be held for the purpose of securing 
public comment on proposed investigations of other agencies (such as 
the Corps~ of Engineers), routine~ sent to the Bureau for reference; 
transcripts of these hearings; and other related matters. 

Destroy when 6 months old. 



Retention and Disposition Instr- •ons 
BURZAU OF RECLAMATION 

]30 LAW AND LITIGATION RECORDS 

oKgjl'l!11 Correspondence Files. Corre ,pondence concerning the Bur·au 1s rir:;hts to hold 

and protect property, to participate tn liti1;ation, to file cloims and take 

other legal ac-t..ions. Co1·rc~:pondence rel.:iting to substnntive matters eventually 

is incorporafod into officfol Rt.::clanmtion In:::;truction• 

.S 'ie,:,.i,-s J'te.t clc r..L cf relQ.-+eJ., ~ :seeJ '1eo.f , 
• J)estroy 'IA.~ ~ y0a PB 0::k:I.. ~ s 1-rf 

101'-

)30-1 Witness Files. Records relating to employee~t service as witnesses, includmg 

~J~\11 requests for and approvals of service, ~ reimbursements for expenses_, ~ o'"'-e(-
ll $,~,111,f' ~us. 

°' Destroy when .:3 years old. 

)30-2 Legislative History Fileso Case files related to legislation, such as Federal 

Recl.'.lllk'ltion Laws, affectin~ the Dureau 's authorities, acti.vities, and interests. 

Includes corr,.::spondence., reports, cor,ies of ler,ishtion., and data reciuestcd by 

Coni:;re:::;s to support the Bureau 1s corments, and Bureau coriments. (Arranged by 

niu,,ber of law.) 

a. Enacted lei:;isla,;ion 

(l) Cornnissioner's Office-PEP.M.ANENTo Transfer to FARC 5 years after lE.w 

is enacted. Offer to H/JIB 20 years later. 

/volume is about 4.0 cubic feet per session of Congress/ 

(2) . Regional office most affected-Destroy when no longer needed for 

reference. 

(3) All other offices--Dest:.rcy when no lonr;er needed for reference or S 

years after enactm:,nt of law., whichever is sooner. 

b. Legislation not enacted 

• Destroy 2 years after legislation is killed. 



Retention and Dispos:ttion Instru<. ns 
Bl.11lf.!AU OF RECL/l..ll:!A7TON 

LAW &LITIGATION RECORDS, conttnued: 

130-3 Public Works Appr_£P.riations Files. Reference copies of le0islation and Congressional 
V 

Djio.\ hearings containinc testimony relating the Bureau activities. 
11 

• Destroy when no longer needed for reference or when 5 years old, whichever is 

sooner. 

130-4 Law Enforcement Files. Correspondence and case .files relating to theft, vandalism, 

OK \ unlawful entry, unauthorized occupation of land, trespass nnd sirrl.lar crimes 
1djt'l 1 

1 occuring on Reclamation property. 

• Destroy when 5 years old, or 1 year a.fter scttliw1ent of any liti;~ation. 

130-5 Damage Claims Case Files. Fonnal filings of claims for dwiaGes, irn1c:,igative 

reports, appraisal::; of damage, legal opfuions, correspondence negotiat:tng sct,le­

oi\ 111ment or denial of claims and related correspondence. Also includes co~jes of 
~ 1'1 

SUT'll'lons., subpoenas, complaints, rulfugs of the court and other re]a ted co::--res-

porrlence and copies of court proceedings in cases uhere litictation occurs. [Fur- ~c..c.h~\'\e-re<'J:;.11t
'-' recor.:ou. relt1.1-<d. +o 

--itil S '1+ewi I 'S ~ e 
a. Teton Dam failure claim cases-Destroy 3 years after audit ei' -e-e:ttl.Em-1@Rt J:~p~(.,V'l'lei.,,.{_;:!J 

~f'l-er St..'1\1~+- if- t'IO ~it- occ.u.rs, \3D- .S 
aatiefls or whel.'t 10 years.J{':l:d if 110 audit occnr s. ~ 

~o)~-J1Y 

b. All other cqsPs--Destroy 3 years a:ter settlement. 

Rr;;ference copies of decisions of the Comptroller General, secretary of the 

Interior., and other regulatory authorities c0ncerninr:: Bur,,au activities and 
oK 
i\i'\\11 authorities. 

• Destroy when no longer needed for administrative purposes. 

100 Pa~e 10 

https://RECOP.DS
https://it-occ.u.rs
mailto:e-e:ttl.Em-1@Rt


Retention and Disposition Instru· •ns 
BUR,17.J\U OF RECL/d.rnTION 

J.hO RECORDS .AlID FORMS MJ\NA(TjEtlENT RECORDS 

Correspondence Files. Correspondence condernine the establishment of filine 

syst!:'llls and records disposition systems; security of records; and the creation 

and use of forms. 

• Destroy when .3 years oldo 

Privacy Act Records. Correspondence related to the adminfatration of the 

Act, listings of records for rublication in the Federal Ree;i.ster, rates to 

be charr,ed for records fnrnished under the act, transmittals and copies of 

special reports rectuired from time to time (such as costs of maintaining 

records subject to the Act, research time to locate rcords, arid other similar 

matters). 

• Dispose of accordine to General Records Schedule 14 

J#)-2 Record Disposal Files. Standard Form 115 1s, Reclamation-wide autho:dties 

pertaining to non-record material, and local office authorities pertaim.ng 

to non-record material. 

• Destroy when related records are destroyed. 

tli0-3 Record inventories and worksheeti. 

o¥- \11 
"'"'\ 

• Destroy when 2 years old. 

J.Lo-4 filing handbooks and guides. 

Destroy when superGeded. 

J.L0-5 Authorities to microfilm specific groups of records. 

• Destroy 10 y~ars after microfiJming. 

100 Par.:,e 11 

https://pertaim.ng


Retention and Di.sposition Jnstrur n 
BUREAU OF R-SCL/\il!A TION 

RECORDS AND FORMS JAJ\NAGEMElff' RECORDS, continued: 

140-6 Records transfer F:i.les. Stc1ndard Form 1351 s and other transfer a:::roancnts documE>n-.· '.ri:; 

ting the transfer of.' records to NA:'15 or to water user oreanizations. ( ~ct"~hi~fo.fi~tl~,, 
'it&M. 1 See S u;>ple.,...e.,.,d-_,; 
.I-te,.y.v. A , 'io - r;... ) 

a. SF 135's--Destroy when temporary records are destroyed in FARC oA 1 year after 

permanent records are accessioned by NARS. 

b. Wate1• User letters of agreement-Destroy when Bureau records are returned to the 

custody of Bureau. 

140-7 Forms Numbrical F:ilcs. Case files containing copies of each form, revisions and 

related correspondence. 

6 K 
';(j1'il11 • Trn.nsfer to FARC 3 years after fonn is superseded or becomes obsolete. 

Destroy 10 years after trancfer0 

140-8 Forms Functional Files. Case files containing copies of each forn., revisions and 

related correspondence.
0~ 
iJ1'1\11 

• Destroy when form is superseded or cancelled. 

L IBR11RV M ftNPrG J.,\£NT -- See.- M.-...c-h1vie..-R~Ao...ble Records 
Svrrl e wteMd- ) :t.tetM... A \ ,., %' 

100 Po.c:e J2 
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GE~[utAL S:2:RVICES hl:.Lv.itDS 

150. Correspondence File. Correspon~lence, memoranda, and reports related to the 
administration of office services such as mail delivery, communications and 
facilities operations, and space management; and the establishment of 
proced1Jres for routing and receipt of correspondence, regulating telecom­
munications traffic, releasing or assigning equipment and supplies, 
issuing of travel authorizations and other credentials, securing trans­
portation services; and presecribing format and distribution of official 
correspondence. 

Destroy when 3 years old. 

150-1. Bureau Employee Directories File. 

a. Directed es 

1) Record copy (issued by Ccmmissioner's Office, E&R Center, and 
each Hegional office)--Destroy when 10 years old. 

2) All other copies--Destroy when superseded. 

b. Correspondence related to preparation, printing, and distribution 
of directories--Destroy 3 ~-~after issuance of directory 

months 

150-3. Communications logs and other statistical data recording use of 
communications systems. 

Jestroy when 3 months old. 

150-4. Pasta] Estimate File. Postal estimates and related worksheets, 

Destroy when 2 years old. 
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150-5. Space Agreements Files. Space agreements and related correspondence. 

Destroy upon termination of agreement 

150-6. Issuances File. Logs, lists, or book covers recording issuance of 
transportation requests, travel orders or authorities, bills of 
lading, freight bmlls, tax exemption certificates, and other 
similar matters. 

Destroy when 2 years old. 

150-7. Identification cards and other similar credentials such as passports, 
visas, and credit cards. 

Destroy when cancelled or no longer valid. 

Nt./V Still photographs, created by the Bureau. 

Photographs selected as "archival" according Reclamation 
Instructions 356.2.3a, 356.2.6, and 386.5. original negative 

d 1 captioned print of each color or ack and white 
pho graph, color transparency, and • ~ernegative, w~th related 
index or other finding aids. r. ll't Cl/ phti.-1'\vrv1<2r1c ,11s.k11t) 
1.) Com ·ssioner's Office--pe 1anent. Offer to NARS-NNV 

in 5- blocks at 5- ar intervals. ( f~'J0Mo.ph,s cre.J-d, not 
f'Me111"J,, Cov..u,1.,s.S•oner' o-f'f:ce.), c..:..- I .-., , / '4'~ 

2) Al¥other offI s-- MANENT. Offer to the Archives Branch, 
F.ARC, Denver Fe al Center, Building 48, Denver, Colorado, 
in 5-year blo s a -year intervals. . 

ca, cu.. f·L / 4, c. vrr€4•,+! '-I , Will deuea. ~e t 11 Fviure I d i.t e to 

b. Photographs n selected as chival, 11 with related captions 
and indexe -Destroy upon accep ce of parallel block of 
archival elections by NARS. 

c. pictorial records such as posters, original artwork, slide 
and filmstrips; the original and 1 r erence print--PER,\1ANENT. 
to NARS when 5 years old. ( Arr. o..\pho..-~ er"tcc..Hl\ ; a -3 1t1 ./ vir-) 

f!//V 150-9. Official Motion Pictures of the Bureau of Reclamation. 

a. Original negative or color film, soundtrack, intermediate master 
positive or duplicate negative with optical soundtrack and one 
sound projection print of e~ch film produced or acquired by 
Reclamation-:-PERMA.NENT. Offer to N~S when 5 Yiars old. -r,)
{M,a,ft'ii<l }y +,'fie, l5cu.,f!. npw,11 Cl.1Mtll<'IJ a{e,.fr,'!J frffflt 19yo<i:; (ln/J~I n.«1,m,,/1if,a11. CJ/,:J rr, 

b. Finding aids and production documentation such as data sheets, 
shot lists, catalogs, indexes, or other tectual information 
required for proper identification, retrieval and use; including 
production contract and case files, scripts, transcripts, records of 
film origins, release, ownership, and other similar matters.-­
PER.MANEWT. Offer to NARS along with the prod~c~io~~ to which they 
relate. ( ..,-,-,,,..__t"- /,1 /-;f!-e cl- /;/m, r;i,111,wa/ vof. m 11 rntnf; 

c. Duplicate, multiple, or release prints of films--Destroy when 
obsolete or when film is removed from circulation. 

https://rho~octro.ph
https://356.2.3a
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Still Photographs 

a) Standard and special use photographs selected as "archival" 
according to RI 356.2.6A. Criginal negative and 1 captioned 
print for each black and white photograph; original color 
transparecny or color negative, a captioned print, and an 
internegative (if available) for each color photograph; 
with related indexes and other finding aids. 

1) Commissioner's Office. Archival photographs created 
by the Commissioner's Office--FZ..1Y:A1~:'.TT. Offer to NARS-
NNV (Washington, DC) in 5-year blocks at 5-year intervals .. 

(Arranged1nurnerically). ca. l" / yr. 
e.lphiv 

2) All other offices--PER:1A~rENT. Offer to Archives Branch, 
F.ARC, Denver Federal Center, Building 48, Denver, 
Colorado, in 5-year blocks at 5- year intervals. 
(Arranged,numerically) ca. 4½ cu. ft./yr.

hh"' 
b) Photographs collected by the Commis~ioner's Office from other 

o~fices (duplicate prints of photographs for which the original 
negatives are retained in the field office)--Destroy in agency 

when no longer needed for reference. 

c) All photographs not selected as "archiva.J.;' with related captions 
and indexes--Destroy in agency upon acceptance by N..\RS of parallel 
block of archival photographs. 

d) Other pictorial records such as posters, original artwork, slide 
sets, and filmstrips, with related finding aids; the original 
and 1 reference print--PE?..:·1ANENT. Offer to NARS when 5 years old. 
(Arranged "lp~-1111t'l'lerrmfp. ca. l cu. ft./yr . 

.. 
~~~~;rJ:~~,P.:2zt~:.?.t~~-~~~,:;~~~~~mF.?;!?:Y.tf%~ii~~~~~~~~!;~~i~f~!r~ 

1 
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150-10. Photographic Services Files. 

Correspondence and reports relating to transmittal of photographs 
between Bureau officials, filling public requests for photographs, 
providing information on availability of films, and other similar 
matters. 

Destroy when 6 months old. 
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COOPERATIVE RESEARCH ACTIVITY RECORDS 

160. Correspondence File. 

Correspondence relating to the Bureau's participation in cooperative 
technical and research activities with Federal and State agencies, 
colleges, universities, cities, private organizations, foreign 
governments, and foreign organizations. Subjects include bilateral 
exchanges of personnel, establishment of training or observation 
trips, arrangements for financing, and other similar matters. 

Destroy when 5 years old. 

160-1. Cooperative technical and research activities agreements files. 

a. Agreements with foreign governments or organizations--Transfer 
to FRC 3 years after termination of agreement. Destroy when 
25 years old. 

b. All other agreements, not involving exchange of funds--Destroy 
1 year after termination of agreement 

c. All other agreements, involving an exchange of tunds--Dispose 
of in accordance with Retention and Disposition Instruction 330 

160-2. Cooperative National Programs Files. 

Correspondence, reports, and general housekeeping records created 
by the Bureau in administering Youth Conservation Corps, Job 
Corps, and other programs delegated to it by the Congress. 

Dispose of in accordance with Reclamation Retention and Disposition 
Instruction pertinent to the type of record (e.g., Personnel 
records, procurement records, correspondence). 
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170. Emergency and Disaster Operations Correspondence. 
Correspondence and repotts relating to Reclamation participation in National 
Defense activities or administration of loans for disaster relief, pro­
tection of personnel and property during emergencies, establishment and 
maintenance of relocation centers for Bureau activities affected by 
emergencies, and cooperation with State and local authorities in similar 
programs. 

Destroy when 5 years old. 

170-1. Catastrophes Investigations Files. Correspondence, reports, transcripts 
of hearings and similar records created during investigation of causes and 
effects of disasters affecting, and failures of, Reclamation structures or ) 
facilities. ( Ar-r4<1.cl l\.S Cu<;e_ f-,1-e- bl-j 11\CvlM.€. oF- projec.J +\.\.2rwvt&er chrcnol o~l cc.fly,1 

a. Major catastrophes (resulting in loss of life or permanent major damage 
to Reclamation structure or facility) 

1) E and R Center--PERMANENT. Transfer to FARC 10 years after close of 
investigation. Offer to NARS 25 years after close of inv~stigation. 
3 C.,l.\.,!c+, ~e<~uVYlvlct\-e.i:l V'loW. Volv1'Vl€.- c;l.epe"'c<~ upovt. oc.Cvrret,.i(le,. of-- o'..l51,.s1er,.,t,e 011/4

1vYtajor CCtTG<Shyphe <;o f.c...v- ~'IC<',, \.,{'-e-t,1., 11:i7b r~l\.:nv,e o(- Te....~ t:>a.w.~ J
2) Regional Office most affected--Transrer ali records to E and R 

Center 5 years after incident. E and R Center dispose of records 
as in 1 above. 

b. Minor catastrophes (resulting in no loss of life and only minor 
damage to Reclamation structure or facility) 

Destroy all records 10 years after incident. 

https://Ar-r4<1.cl


I 
Retention an:l Disposition·rn 'Ctions 
mr.~U OF RECLAMATION 

Re-coR.os 
l.70 EMERGENCY AND DISASTER OPERATIONS 60PilffiSPOHBSMCB, continued: 

170-2 Local office plans for security and protection of personnel, features,_n»:i 

structures. 

• Destroy when superseded or obsolete. 

170-,3 Instructional material advising employees of evacuation plans, protective 

facilities, alert systems, first aid training, and related activities. 

• Destroy when superseded or obsolete. 

170-4 Records of access, entry, visitors, and traffic. 

• Destroy when 6 months oldo 

170-5 Loan agreement records. Records of transactions, agreements, and related 

correspondence, relating to providing relief from floods, droughts, and 

other disasters. 

• Destroy J years after payment of loan or termination of agreement. 

l7o-6 Disaster claims. 

oz • USE Retention and Disposition Instruction ]30-,5 

100 Page 18 
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, Retention and Disposition Inst t.ions 
BUREAU OF RECL/l~1ATION 

180 PUBLIC RELATIONS AND INFORMATION RECORDS 

Genera1 Correspondence0 Correspondence relating to the adrlinistration of 

public relations programs and the release of information through press 

by,_ releases., broclrures., displays., exhibits, publications, radio and TV, and 

public gatheri~s. 

• Destroy when 2 years oldo 

180-1 Lectures and Speeches Files. 

\.«c-fvres + Sreed1es of ~e.. Secy, of::- '+l-te. .::t.viler,cr 
a. ieo,r;:Gta;py: el Qe ::Eft'beiior, leewP0s a:l\la &p00ga0s et ~elating to 

Bureau of Reclamation activities,~. 

1. Record copy, Comissioner•s office-Destroy 'When 10 years old. 

2. AD. other copies---Destroy when 3 years old. 

l..edvres. tiMd. speecl..es oF 
b. _},.Co!llillissioneI' of Reclamation arrl other high-level Bureau personnell) 

speeeu~ related to Bureau activities (Arranged alphabetically by 

surname). 

le Record copy, Commissioner's office-PEHMANENT, Offer to N/1.RS 

when 10 years old. /Estimated volume, 3 inches per year/ 

~' All o-U1et wr•es-. ~- l)e,,~-\rtr.-1-\ W~eM..- 3 '1€,ArS O Id, 

Audio and video recordings. Original or earliest generation recording or 

kinescope of recording; sound recordinr;s., master. tapes, matrix or sta.raper 

and one disc pressing of each conventional mass-produced multiple copy 

disc recording and the orig:inal tape for each magnetic tape for each 
a,,J_ 

magnetic audio tape recordi~. Also include finding aids "ffl" production 

documentation,wneft a"18:ilal,.ibe• 

• PERMANENT., offer to NA.RS when .s years old. {tifl'~tf. hr ·-/Ifie., Scl,t.Jf now ;,._, 
l:"vf~"l'lfi M1nvaf aewn<.ola,f-10.n- le>-S 

<..flr 1v11 I e-« - H) 
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PUBLIC RELATIONS AND INFORMATION RECORDS, continued: 

180-3. Press releases of the Bureau of Reclamation 

a. Record copy, office of origin--PERMANENT. Offer to NARS when 
5 years old. (Arranged chronologically) l in./5 years. 

b. All other copies--Destroy when one year old. 

180-4. Press Releases from other agencies--Destroy when one year old. 

180-5. Publications ori inated and rinted b the Bureau. In-house 
publications of a formal nature specifically prepared for 
public distribution or sale) such as 11 Linings for Irrigation 
C~als,." "Tecl'}nical Records of D~S!ign and Construction)" a.-vtJ." Rec:lMM.+101'\ 
i::'•a.,'' -+'l')e_ of-f'.ic1a! 'l,VC\.C'te-rl:; f'{Q.dctMU>,,t1ov\.., n'\C~ix,c:.,1r1~. 

a. Record copy, office of origin--PERMANENT. Offer to NARS when 
5 years old. (Arranged by subject). ca.½ cu. ft./yr. 

b. All other copies--Destroy when no longer needed for reference. 

180-6. Publications of other agencies.--Destroy when no longer needed for 
reference. 



Retention and Disposition In ctions 
BUREAU OF RECLAMATION 

180 PUBLIC RELATIONS AND INFORMATION RSCORDS., continued: 

JJ30-7 Informational releases of a continuing nature such as the 11Advance Construction 

Bullet:m., tt "Inside Interior., n "Washington Report," and Re{;iona.l office 

newsletters and other similar issuance. 

a. Record copy., office of origin-Destroy 'When 3 years old. 

b. All other copies-Destroy when 1 year ol.d. 

JJ3o-8 Press Clippings 

() (-.. • Destroy when l year old. 

k\STS-- See /"\rtch'l1-te.f<eru\cJo\e.. t\e..corcls 
I-\-e,vi.,t A Ii I 

190 REPORTS AND HISTORIF.S WORKING FILES 

Correspondence relating to the gathering of data to be used in periodic report~ 

printing)~ binding, and distribution of reports; mairrt,enance of mailing lists; 

promotion and administration of reports controls programs; and reporting on 

the progress of an office in program accomplishment. 

• Destroy when 2 years ol.d• 

Annual Report of the Secretary of the Interior. 

• Destroy when 3 years ol.d. 

100 Page 21 
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REPORTS AND HISTORIES WORKING FILES, continued: 

190-2. Bureau of Reclamation Annual Report. 
"Water and Land Resource Accomplishments" (annual report of water 
and land resources accomplishments on Federal Reclamation projects, 
in providing controlled water supplies for irrigation, hydropower, 
etc.), and accompanying Statistical Appendix. 

a. Record copy (Commissioner's Office)--PERMANENT. Offer to NARS 
when 25 years old. (Arranged chronologically). ca. 511/yr. 

b. All other copies--Destroy when no longer needed for reference 
or when 10 years old, whichever is sooner. 

190-3. Project Histories. 

Annual reports of individual Reclamation projects, containing 
narrative, photographs, and statistical information summarizing 
events affecting the project throughout the year. 

a. Record copy (E and R Center )--PERMANENT. Break file every 5 
years. Offer to NARS in 5-year blocks 5 years after file 
break. (Arr. alphabetically by project name and thereunder 
chronologically). ca.-ft cubic ft./yr. 

IO 
b. All other copies--Destroy when no longer needed for reference. 



Retention and Dispos. ,n In~tructions 
BUHBAU OF RECLtJ,!ATION 

t@88t PROGRAM COORDINATION AND FINAUCE RECORDS 

20J. Taxation Correspon::lence Fi1es. Correspondence conceminc purchases made by 

the Federal Govermnent which are exempt from State and local taxes. 

0 Destroy when 3 year.sold. ,..,, :;j, 1' 
ic-:ol"' 

210 Funds and Fun:iing Records: 

a) Correspondence concerning the establishment and operation of special. fund 

systems such as emergency relief loans. 

• Destroy when 5 yea.rs old. 

b) Imprest Funds; original vouchers with supporting documents and audit reports. 

• An Accountable Officer1s record, USE Retention and Disposition Instruction 

272. 

c) Imprest Funds; cashier's memorandum copies of imprest fund wucbers and audit 

reports. 

• Destroy 6 months after audit 

2ll Appropriations Records. 

a) Correspondence, statistical data, briefing or witness' stateJDents, and 

other material prepared to estil!late and justify requests for appropria­

tions and to distribute appropriations among Reclamation activities. 

Also included are schedules and reports of program accomplish!nents, such 

as fl.ag6ed action reports. 

• Destroy 2 years after close of fiscal year invoJ.ved. 

b) Budget estimates and justifications, program and fund req-uirem~ts as 

consolidated in SF-300 and SF-300'.i', and narrative and other information 

published as part or the 11Budget of the United States. 11 

• Destroy when 5 years oldo 
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Retention and Djspos' n Instructions 
BUR::.AU OF RECLAMATIOh ~ 

PROGRAM COORDillATION .AND 1''IllANCE RECORDS 
2ll Appropriation Records, continued: 

d) SF-133 and supporting correspondence-USE Iter.i 290-1 

e) Maps, cm.rts, photographs., and other graphics used to sup;,ort budget 

submissions or presentations. 

• Destroy l year after close of fiscal year involved. 

220 Fiscal Operations Correspondence File. Corrcsponience and memoranda pro-

vi.ding administrative instructions for programming and accounting functions 

prior to incorporation into Reclamation Instructions, or applicable for a 

limited time. Subjects include establishing fund and appropriation s3'Jllbols 

and titles., numbering of accounts, and s:i.rtllar matters., 

o Destroy '\"lhen 5 years oldo 

221 Cost Authorities Rccordso 

a) Correspondence concerning the establishment and operation of cost 

collecting systems and the forms to which such costs are posted or 

consolidated for use in preparation of completion reports. 

• Destroy when 5 years old. 

b) Plant-in-service accounts, including cost authorities, plant ledgers., 

and related completion reports (PF-27A or equivalents). 

o Destroy 1 year after plant is de-activated or transferred from 

Bureau custody. 

222 Prevalidations File. Correnpondence conc,~rnin;; the reservation of money 

to pay for goods <!nd services, and recortls of such encumbrances such as 

PF-15., PF-16., or equivalents. 

o Destroy when 3 years.oihlo 

200 Paee 2 
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Retention .'.lnd Disposi 1 Instructions 
BUREAU OF RECLJ\J,!ATION 

PROGRAM COORDINATION AND FINANCE RECORDS., continued: 

223 Designations File. Correspondence assigning ;to.,irrlividuals fiscal responsi­

bilities including disallowanccs, exceptions to payment, power of attorneyo 

o Destroy when superseded or obsolete. 

Collections; correspondence concerm..ng receipt, recording, 2.21d disposition of 

monies collected., collection of monies due, and memorandum copies of bills and 

other similar materia1; 

a) Destroy 3 years after close of related fiscal year. 

b) Individual collection transactions are a part of Accountable Officer records; 

SEE Retention am Disposition Instruction 272. 

c) Daily Abstracts of Rem.ttances-Destroy original 3 years after close of 

related fiscal year; destroy all other copies when 1 year old-. 

225 Obligations, correspondence regarding unpaid obJ.igatJ.ons of the Bureau which cannot 

be identified. by a specific purchase order or transaction number. 

• Destroy 6 years after close of rela t.ed fiscal year. 

226 Checks Fileo Corresporrlence regarding the preparation, distribution, loss, 

theft or mutilation of checks.i er , h: 

• Destroy 'WheB-J years~~ dose cf. re,IJ,.~ f,scJ '1QM. 

~~1fs' 

230 Accounting Systems.~orresporrlence regarding the a<L~ini.st~ation of accounting 

systems, including studies for centralization, decentralization and other 

similar matters. 

• Destroy when 3 years oldo 

\.) Records of conversions frora one accounting system to another. 

• Destroy when 25 years old.0 

e) Account numberi.rl£: and titling • 

• Destroy when numbers and titles are incorporated into formal instructionsG 

200 Page 3 
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Retention and Disposj n In::;tructions 
BUilEAU OF R.SCLAH.'\ ITON 

PROGRAM COORDINATION AND FINANCE RECORDS, continued: 

240 Expenditure Accounting Records. 

Ledr;ers and related documents summarizing h01·1 appropriated and non-appropriated 

funds are spent after allotment by the Bureau of the Budi;et, a.nd the sources 

and nature of any receipts. General ledger accounts sumr;;arize financial 

status and transactions, the current status of funds available for expenditure, 

the amounts of money due and collected, accumulated expenditures and liabili­

ties, and other information of a fiscal nature and data concerning agency 

solvencyo 

a) Correspondence and other documents maintained by operating units responsi­

ble for expenditure accounting and pertainine to their internal operations 

and administrationso 
...3 liec..<'s ctft-er close of- rd~ ~.~ '1eo...t', 

• Destroy WRan 2 yea,pe elaw (rr8 
10/.i.s/7g 

b) General led6ers or equiva:ants, showing debit a.nd credit entries and re­

flecting e..'{J)enditureJ in summaryo 

o Destroy 10 years after the close of the fiscal year involvedo 

c) Allotment ledgers or equivalent records, showing status of obligations 

under each authorized approp::-iation. 
IO re. lo.\-e.Q., 

o Destroy;.r'years after the close of theA,fiscal year., ~eluedr 

d) Repayrnent led6ers showinJ payJ11ents of construction and other charges and 

other fiscal transactions with Irrigation Dis-;,ricts, \'Tater User Associa­

tions and other repaying entitieso 

• Destroy 10 years after final payment or termination of agreements on 

the related General Ledger 219 accounts. 

e) Records used as postin[; or control media such as cash books, distribution 

ledgers; registers of accounts paydble and receivable and of allotments, 

clearings, collections and fun:i transactions; statements of accounts and 

other similar material. 

200 Page 4 



Retention mid Di.sDonit·'"'ln Inst,ructions 
BUREAU OF RF:CLl1J.!ATIO?-. 

PROGRAM COORDINATION MID Fil1/lNCE m;x:on.ns 
240 ~enditure Accountine Records, continued: 

f) SourC'e documents such as ,!!!9morandum ~ of vouchers, invoices, 

allotment advices and other sir.1ilar records. 

• Destroy "ffl'1ffl' 3 years eMa J-fer close. r§- re.loJecl ~is.cal \{eC\.r, 

g) Machine records (not computer) such as detail cards, summary cards and 

other sj_rn,ilar materia.10 

240-J. Automated Expenditure Accounting 

Expenditure accounting by COT.IpUter such as the '.al.reau of Reclamations "FAST SYSTEl."' 

'With output on hardcopy and COM (computer output microfiche); the products of the 

system identified by the symbol.sand titles listed below: 

a) FNA 0510 Batch and vendor listings - Destroy as superseded. 

.:::2 ""-.4\..s c-{.Je. cP issu..e .. 
b) FNA 0520 Transaction List, edit - Destroy ¼O !"8m'S after tee eJ.elili sf t.l!e 

nilaitum £5sor7 pH ~-,/1SjeJecir::'.16-'\(re;, J..'· pn J 
c) FNA 0530 Transactions by master account (computer equival.ent of the al.lot-

ment and distribution ledgers) - Destroy J.O years after the close 

of the rel.ated fiscal. year. 

d) FNA 0$40 Budget Operating Report - Destroy final. fiscal. year report 10 yea.rs 

after the cl.ose of the related fiscal. year; destroy other issues 3 

years after the cl.ose of the related fiscal. year. 

e) FNA 0560 General. ledger transactions - Include in Accountable Officer 

records; SEE Retention and Disposition Instruction 272. 

f) FNA 0570 Trial. ba1ances - Destroy final. fiscal. year report 10 years after 

the close of the related .fiscal. year; destroy other issues 3 years 

after the close_ of the related _:f'i_scal. year. 

https://jeJecir::'.16
https://materia.10
https://m;x:on.ns


Automated Expenditure Accounting, conti:rrued: 

l) FNA 0670 :Master accoll.Ilts - Destroy 3 years after the close of the related 

fiscal year. 

m) FNA 0780 Vemor file - Destroy final report for fiscal year 10 years after 

the close or the related fl.seal year; destroy other issues l year 

after the close of the related fiscal year. 

n) FNA 0790 Master account. verification - Destroy as superseded. 

o) FNA 0830 Obligations by master accoll.Ilt - Destroy as superseded. 



Retention and Di$posit Instructions 
BURF.AU OF RECL.Alffi?ION 

PROC1"'W.1 COORDINATION AND FINAUCE RECORDS 

Automated Coet Accounts; FAST SYSTEM products identified by the symbols and titles 

listed below: 

a) FNO 0,580 Monthly cost list::i..ng - Destroy- 1 year after closure of the related 

plant or when the related plant is no longer in Bureau custody. 

b) FNC 0690 Cost file structure - Destroy as superseded. 

c) FNC 0720 Cumulative cost up-date - Destroy as superseded. 

d) FNC 0730 Cost Detail work sheet - Destroy 5 years after the close of the 

related fiscal year. 

e) FNC 0820 Detail and summary reports - Destroy 1 year after closure of the 

related plant or when the related plant is no longer ll1 aireau 

custody. 

i') FNO 0820 Subsidiary reports (such as selected general ledger accounts, print 

detail and print object, print cost center and similar) - Destroy 

3 years after the close of the related fiscal year. 

Automated accounting aystems; code sheets, punch cards, magnetic tapes, discs and 

similar media • 

• Destroy l year after the close of the related fiscal year. 

2hl. Equipment 2J1d Stores Account30 Forms and other ~ecords recording responsi-

bilities for custody and accumulation of operating and mainta:ming expendit­

tures of J:1ovable capitalized equipment, other equipI:1ent, and supplies; and 

including COM (Computer output Microfiche) record.so [ ~ ~•IAe.- t et1.eXt<..b le i-e rbrJs 
relo.fect +o ~~s 1lt'.-W- J see.. 

::rtSuf>p~IMw.--\ ./} 
• Destroy when superseded or when 3 years old, whichevere.rs solni~o 

Real Property Accountso Forms and other records to which costs of ownership 

of land and buildings are posted and accumulated, exclusive of acquisitions 

costs and plant-in-service accountingo 

• Destroy when 3 years oldo 
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Retention and Disp.. ...ior Instructions 
BUREAU OF lIBCLAW TION 

PROGRAU COOlIDINATIOM A?ID FillANCE RECORDS, continued: 
Expenditure Accounting Systems, continued: 

Q'f\( 1-f. 
2h4 Vouchers. Memorandum and ~ l!Ork-<:opie?\ef? vollehel!'er. 

• Destro:, ~3 years mi:t. af+ec ciose I'- re\a.;l-~ f:i,cc...l L-{~,::,.r r/s
/2,ot~sf,.,x 

Payroll Accou:nti:lg. Correspordence and meir.oranda establishing and controlling 

p.ey-roll ad:ninistration and accou:nt:!.."lg procedures. 

• ,Destroy when 3 years old., I 4w tl\oi.c.kin&- r~~le r-c.conils rc..l~.L 1-o 
+Lt,.. iiawl, Se.c. >IAC.k i tte• fh:AICl(..J,le. i~co--ol.s 
Supple.""-e.lo\i-) :t:t-e,.,._,,. A ot .$'(l l 

!.laster Emp1oyee Records. Paper or CO?! (Computer output Microfilm) versions o:! 

payroll registers., pay cards., 1eave s~tus reports., boni status reports, ai:xl 

other similar pa,yroll data pertainir.g to individuaJ. employees• 
' 

a) Bi-weekly issues-Des-trey l'IMQ-) years eM,.-wf,.er clo~e.. c.F re,l~t!:>J.. h~cJ ~e,u, 

~~ i b) Annua1 issues--Oi'f'er to Personne1 Reom-ds Storage Center at St. Louis, 
1 

11>\;l. Missouri 'IIMII' 3 years~ Afier dose cf- re...l«tl"J.. l~ve '"\eAr, 

cj Work cop!.es or paper records an! diazo copies or COM--Destro;y as' supet,'­

sedede 

Tlllle and Attendance Reporting; correspondence and forms establishing and control.l:ing 

the reporting of employee attendance and other related information, including original 

and microfilm copies of time and attendance reports: 

a} Administrat:i.ve con-espondence - Destrey when 3 years old. 

b) Time and Atterdance Reports, hard.copy: 

• Originals at the Engineering and Research Center - Destroy ai'ter verifica­

tion of microfilm.ed report together with supporting documents • 

• Work copies - Destroy when 6 months old. 

e) TJJl!,e and Attendance Reports, microfilm.: 

• Silver images, t:ime and attendance reports with supporting documents at the 

Engineering ani Research Center - Destroy when 3 years oldo 

d) Computer medis such as punch cards, coding sheets, tapes, discs and other simi­

lar materia1 - USE :Machine Readable Records supplement Item 250(b). 

https://le.c..ve
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Pay Status Folders; ind:l.vidual authorized allotments files containing forms or other 

records rela:t:i.ng to authorization, changes or cancellation of individual payroll 

allotments for bond deductions, charitabJ.e contributions, savings bonds, union dues, 

and also correspondence or forms changing pay status: 

a) If record is maintained on an ear.ning record card or equivalent. 

• Destroy when superseded or after transfer or separation of employee. 

b) If record is not maintained eJ.sewhere. 

• Destroy 3 years after supersession or 3 years after transfer or separation 

of employee. / 

https://rela:t:i.ng


purposes 

ce or form3 changing pay status. 

Retention arrl Disposi+ • '1 Instructions 
BUREAU OF RECLAMATION 

PROGRAM COORDINATION AND FINANCE RECOHDS 
Payroll .Accounting, a:::ontinued: 

2!,0-3 Pay Status Records. Folders by i • ·ctual employeees containing forms and 

correspondence .e;uthor:l.zing p 

and copies of correspond 

• Destroy l mont after separation of employeeo 

250-4 Payroll Cost Rep_orts., FAST system Program FNC OOJO. 

a) Original paper or microfiche---Destroy when 12 years old0 

b) All other copies--Destroy as supersededo 

250-5 Employee Activity Reports, Bad Job Listings., Cash Summaries and other 

similar paper or COM reports-Destroy when 5 years oldo 

050-6 Administrative Reports. ~e, e,RQ.. data supporting the reports prepared from 

payroll records ou~cer.n..\..ng.such matters as appointment limitations, pay 

adjustments., audits, lists of employees., within-grade due listings, ru1d other 

similar matters. 

• Destroy when 3 years oldo ~ i 
,ofiJ.~11 

250-7 Pay Rate Systsns• ➔ Correspondence concerning application or administration of 

special pay rates, including copies of the pay rateso 

o Destroy when 3 years oldo 

~ )!) Overtime requests and authorizations, payroll copies-Destroy when 3 years 

oldo 

c) )S} Overtime requests and authorizations, other copies--Destroy when l year old0 

2CO \lage 6 
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Retention and Dispos 1! • •1 In::itructions 
BUREAU OF RECLAMA'.l.'ION 

PROGRAM COOH.DINATION MID FIN.\NCE RECORDS 
Pqroll Accounting Records$ continued: 

Income Tax Records. Correspondence and fonns regardi~ the withholding of 

Federal and State inco~e truces from employee wages and including reference 

copies of forms recordlng deductions authorized., deductions made., and 

authorizations for deductions. 

o Destroy when 4 years olde 

250-9 Rental Deduction RecordsoD1correspondence and fo:nns related to determina­

tion of rental rates to be charged for use of Government-owned residences 

or other living quarters and the methods for collection of the rental fee. 

o Destroy when 5 years oldo 

1,) Rental rate surveys., office administering rental.s-Destroy when 10 

years oldo 

c)ld) Rental rate surveys, all other cop:i_es--Destroy when 3 years olde 

260 Escrow and Hold.back Accounting Records0 Co~respondence, memoranda and 

forms regarding sy3~ms for deducting portions of employee salaries for 

purchase of Savings Bonds, premiums to Health and Life Insurance plans, 

and other similar employee benefitso 

• Destroy when superseded or when 3 years old, whichever is sooner0 

270 Audit Record.so Correspondence arranging space and availability of records 

for audit purposes. Audits performed by Interior's Office of the CoF.ptroller, 

the General Accounting Office and other regulatory agencies 0 

e Destroy when 2 years old.0 
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Retenti.on and Disposi n Instructions 
BUREAU OF' RBCL/1.MA'l'ION 

PROGRMl COORDINATION AND FU!ANCE RECORDS 
Audit Records, continued: 

270-1 Audit Reportso 

a) Bureau-wide in scope, record copy, Commissioner's office--JIDestroy whenµ,; 
Jffsyears oldc, ~,o/}-d--,'I 

,\ 

271 

b) Local in sco~Recional Office or E&R Center when directly af'fected­

Destroy when ~ years old• ,.r4,, ,j7!
F;_5 ,....~~1~ 

4) All other copies--I)egtroy when S years old:0 

c) Av.A;~ at '-H,e., E1-R. Ce«.ter) re.eorJ. ~'1 pJ- ~e_ E 1- R, CeAJe, - _ 
DestrC-"1 wkw., ~S' 4M..S okl. . 

Claims Settlement Records. Correspondence regarding the procedures and 

methods for settling claims. 
~ 

• Destroy when)'"years old0 ~ ,, 

f-;'A"j,»1~1) 

272 Accountable Officer RecOl!'ds 

SEE General Accounting O:t:'fiee SF-J.JS 1s (Request f'or Records Disposition Authority) 

filed with National .Archives and Records Service and assigned Archives Job 

Nwnbers NC-174-2h1 (dated June 12, 1974) am H::J.-217-78-3 (dated March 31, 

1978) .for the authorities which i'ollmio 

Settled accO'Ullts of accountable officers of the :&ire.au of Reclamation: 

a) Transfer closed fiscal year records to appropribate Federal Archives and Records 

Centers!!:.~ than 3 years after the close of the related fiscal year. 

l. Comm:issioner1s of'f'ice shall transfer records to the Federal. ArChives and 

Records Center at Suitland, Mar.rland. 

2. Al1 other accountable officer records sha1l. be transferred to the Federal. 

Archives·a:nd Records Center at Denver, Colorado. 

b) Accountabl.e officer records are disposed as follows: 

l. Records created prior to Ju:cy 21 197S are destroyed when 10 yea.rs and 

3 months old.o 

2. Records created on or after July 2, 1975 are destroyed when 6 years am 

.3 months old. 

https://create.cl
https://dispose.cl
https://relate.cl
https://Settle.cl
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Proposed 
Retention and Disposition Instructions 
BUREAU OF .RECLAl!ATlON Revised July 1978 

Reeords related to possible claims and demands by or as-ainst the Government or to its accounts. 

272 Accountable Off:i.cer Records:, contlllUed: 

c) Records to be excluded from Accountable Officer records are land acquisition 

case files, payrolls, accounts related to Indians and other matters listed 

:in Item 272-5 of this lllStruction. 

d) .A!Tangement of accountable officer records :for transfer to Federal Archives 

and Records Centers shall be as followst 

l. Statements of accountability such as Form SF-1672, Statement of Unexpended 

Balances of Appropriations and Funis -, etc., or equivalent. 

2. Statements of transactions such as SF-224, Statement of Transactions and 

Certificate of Deposit Li.sting, PF-64, Reconciliation of statement Trans­

actions, and a diazo copy of FAST S!STEM Program FNA 0560:, General Ledger 

Transactions. 

3e Related vouchers., schedules, supportillg papers or their computer equivalents 

such as FAST SYSTD,£ Program FNA o650, Cash Account Activity, and other 

supporting documents such as: 

SF-1081 Voucher ani Schedule of Withdrawals and Credits 

SF-1166 Voucher ani Schedule of Pa~t 

PF-15 Cash Transfer Between Stations 

GSA-789 Statement., Voucher alld Schedule of Withdrawals and Credits 

GSA-052 Single Line Item Billing Register 

4. Contract Payment Records; contracts and records of payments and other 

actions for audit purposes - major contracts of the Bureau of Reclamation. 

BQBQ! confuse these contract records with the designated copies of contracts 

that were formerly held for the General Accounting Office and which are to be 

excluded from Accountable Officer records after March 7, 1955. 

272-1 Freight and Transportation Records 
Continued on next page 

lD 



Retention and Dispos: n Inotructions 
BUREAU or RECLAMATION 

PROGRPM COORDIN!tTJON AND FIN!J1CE RECORDS 
272 Accountable Officer Records 

Arrangement continued: 

.3) Related or their computer equivalents 

of FNA 0650, Cash Account Activity and manual 

SF-1081 Voucher and of Withdrawals and Credits• 
SF-1166 of Payments 

PF-75 

GSA-789 Statement, Voucher and of Withdrawals ar:rl Credits 

GSA-052 

272-1 Freight ani Transpo:btation Records. Original vouchers and supporting documents 

of settled accounts of freight and transportation chijrges. 

a) Charges over $100000 or accounts involving overcharges, deduction or 

collection problems, concerning inbourrl transit, supplemental billing, 

or involving litigation or other conditions requiring retentionroyor:rl 

the 3 year period stated in Item 272-lb) belowo 

• Destroy 10 years after the period of the accounto 

'b') Charges of ~100.00 or less. 

• Destroy 3 years after the period of tho accoumo 

c) Memorandum and work copies of freight and transportation records. 

• Destroy when 3 years olcro 

2?2""'2" _ Meal tickets and supporting vouchers for advertising services. 

• Destroy 3½ years after period of accounts in which submitted. 

272-3 Schedules of deposits, copiea t~_official credit. 

o Destroy after depository accounts have been reconciledo 

200 Page 11 



ears after termination of 

Retention and Dispos1 1 Instrnctions 
BUP.El\U OF F.BCLAf.:ATION 

• 
PROGRJIJl COOP.DINATIOU AND FTNANCE REGOTlDS 
Accountable Officer Records, continued: 

272-4 Supporting Order Files. Original or copies of tickets, orders or other 

s:ir.lilar records of purchases under blanket type orders (such as for gas, 

telephone use, photographic processing, mapping services, publications, 

and other similar itctnfl or services) which support payments or accumula­

tion of charges. 

• Destroy 'Wfteft" 3 years Mrl'o J-f« close. cf- f'e.la::re.tl, ~,ue;.( Ltec...r, 

280 Data Processing Systems. Correspondence regan:ling the establishment 

and operation of data processmg systems in the broad adr.dnistrative 

areas of program coordination., budgeting and finance operations• 

., Destroy when 3 years olcfo 

Financial Reports Files. 5ee- p, 13 fct- (~.Yi~ed J~ser·i;:,f,0 ;._ 

Contract summary reports (PF-19 or equivalent), Employment of consult-

Federal outlays by geographic locations, Geogra!:hic distribution 

and sirrl.lar reports and including 

b) of project costs and repayments and 

costs and returns reportso 

FA.RC v1hen 10 years old •. Destroy I 

Reclmnation' s investment or o,mership o 

entityo 

2) All other reports---D(Jstroy on receipt of 

report. 

200 Page 12 
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272-5. Exceptions and exclusions: 

a) Land acquisition; original documents vesting title to land to 
the United States--See retention and disposition instructions 
780-1 

b) Payrolls, civilian payroll records showing gross and net pay-­
See retention and disposition instruction 250-1 

c) Accounts pertaining to Indians--Hold pending instructions 
from General Accounting Office 

d) Designated copies of contracts for GAO, dated after March 7, 
1975--These are no longer required as a part of Accountable 
Officers' Records. Do not confuse these type contracts with 
payment folders related to major contracts of the Bureau as 
arranged by contract number. The latter type contracts shall 
continue to be considered a part of the Accountable Officers' 
Records. • 



Retention and Disposition Instructiona 
BUREAU OF RECLAMATION 

PROGRAM COORDINATION AND FINANCE RECORDS., contirru.ed: 

290 FINANCIAL REPORl'S RECORDS 

a) Contract summary reports (PF-19 or equivalent)., employment of consultants, 

federal outlays by geographic locations, geographic distribution of 

employment, report of occupations, and other similar reports including all 

related correspondence. 

• Destroy when J :rears oldo 

b) F:iilancial statements, statements of projects costs and repayment arxl. 

similar reports with related correspondence. 

1) Ending or summarizing report for the fiscal year. 

• Transfer to FARC when 10 years old. Destroy 1 year after termina­

tion of Reclamation's investment or ownership of the Project, Unit 

or other entity. 

2) All other issues: 

• Destroy on recei'J)t of ending or summarizing reports. 

c) Consolidated financial statements and charge-offs authorized by Congress 

reports with related correspom.ence: 

1) Commissioner•s office 

• Destroy when S :rears old. 

2) All other offices 

• Destroy llhen 3 years old. 

d) Activity and object expem.iture arxl. reconciliations of cash with 

appropriation accounts reports. 

• Destroy when 10 years oldo 

e) Completion reports (PF-2?A and equivalents) and costs and returns reports. 

l) Finance office, original. 

\.. e..PEliiWl!i:m' Qt'f;e;p ta ~I~ ""1!9ll hilllllUBUeR et ;pel:e4iee. p:Pej ee~ el' 

-----------@M1iil'tlitili.~·11s"9·Fii!ft,-,. 

2) All other copies. 

• Destroy when no longer needed for reference. 

Page l3 
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Retention and Disposition Instructions 
BUREAU OF RECLAMATION 

.300 PROPERTY AND PROCUREMENT RECORDS 

General Correspomence Files Correspondence regarding or discussing 

interpretation and promulgation of property a.n:i procurement regulations 

prior to inclusion in Reclamation Instructions; subjects also include 

methods of procurement, use of competitive bidding, open market 

purchasing, preferences for materials or a source of' material or service, 

delegations of' procurer:ient authority a.n:i including records accelerating 

or 11.llliting procurement activ::i.ty due to an emergency coooition and 

special reports required during such situations or conditions. 

• DestJ:"01" when .3 7ears old. 

Correspondence related to use of centralized or decentralized purchasing 

programs 11 such as FEDSTRIP. 

• Destroy when 2 years old. 

Federal Supp}¥ Catalogs and schedules; paper or microfilmo 

• Destl'CIJ" when superseded, obsolete or 2 years old, whichever is sooner. 

300-3 Administrative survey or inspection reports related to procurement and 

property procedures together with all related correspondence. 

o DestJ:"01" when 5 :,ears old. 

h10,- CONTRACT PROCEDURES FILES Correspoooence concerm.ng standard requirements 

of contract preparation~ contracting procedure and neg~tiation. Include 

such subjects as legal requirements, clauses, labor or material cost 

vm:i.a.tion provisions, change and extra work orders, method for release or 

termination of contract, and other similar matters. 

• Destroy when .3 years old• 

1 
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Retention aoo Disposition Instructions 
BUREAU OF RSCLAMATION 

PROPERTY AND PROCUREMENT RECORDS 
CONTRACT PROCJ!l)URES FILES, continued: 

Wage Rates Correspondence requesting the establishment of wage rates 

for use in contract negotiations and as generated in labor-classification 

studies conducted by Reclamation; and including published notices of 

wage rates in the Federal Reeister. ( fur ma...cA.1ne- retwlo.iole record::. relJ.& 
4o ~; s. if.e-tu s e e Su.ppI~)I 

• Destroy when 5 years olcle ::r.-te,.{NI., A 3 Io- l ) 

310-2 El!lplo;yment Statistics Correspon::l.ence and statistical data concerning 

trelXls in employment/unemployment., ar.alyses of the labor force, 

occupational studies, am. other similar matters. 

• Destroy when 2 years olclo 

311 Bidding Procedures Correspondence regarding tho standard methods and 

p:roc~,es to be obseped when conducting a bid and. award of contract. ( \-c r V'\'\A,<!.,h1 "e. 
reacXcvble... re..e.oro\<:. feloJ-E'J 'i-6 Abs:+m..Q..t-s- oF- Brds: J see.. Sufe>f~' 
::t:t-WA- A'3ll ' I '/ 
• Destroy when 3 ;rears ol.de 

3ll-1 Debarred, blacklisted or re-instated contractors; lists of and related 

correspoooence. 

• Destroy when 2 years olcle 

Correspoooence related to publicising bid issuances and openings or as 
' 

required to transmit information for publication or pay for the 

service. 

• Destroy' when 2 years oltl. 

311,-3 Bids; unaccepted., unsuccessful., rejected ana"" J.ilc.t.uctJ.ng a.O. related papers alXl 

cases of identical or tie bids - procurement or purchase organization copy alXl 

related papers: 

a) Transactions of more than $101 000 and all construction contracts exceeding 

82,000 dated subsequent to July 26, 1974• 

• Destroy 6 :,.ea.rs and 3 months after b.na1 payment. 

continued on next page 
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3ll-3 B:ids, continued: 

b} Transactions of $101000 or less and construction contracts um.er $2,000 dated 

subsequent to July 25 1 1974; and transactions of $2,$00 or less dated pr1.0r to 

July 26, 1974. 

• Destroy 3 years after final payment,. 

c) Transations of more than $2,500 dated prior to July 26, 1974. 

• Destroy 6 years after final payment. 



Retention and Disposition Instructions 
BUREAU OF RECLAMATION 

PROPERTY AND PROCUREMENT RECORDS., continued: 

320 ;EAUIPMENT I JIA":!'ERIAIS AND SUPPLIFS. Correspomence concerning the availability 

and suitability of products am services for use in day-to-day and specialized 

work. Inquiries and responses thereto concerning such items as field equipment, 

furniture and fixtures., tools and safety devices, petroleum products, photo­

graphic services and mipplies., and othet- similar products or services. 

• Destroy when 2 years old. 

320-1 Printing, Bi.DdiJlg .and l)lpllcating Servicest 

a) Regulatory material such as GPO Prit\J.ng and B111~ Instructions and 

Style Manual and including instructions applicable to local plant 

operations. 

o Destroy when superseded, obsolete or no longer needed tor reference. 

b) Authorization for establishment or printing plant and related coITespondence. 

• Destroy when withdrawn or when the plant is closed. 

320-2 Catalogs, parts lists., form lists., bulletins, guides and manuals. 

• Destroy when no longer needed as reference. 

320-3 Restricted. Procurement Correspon:ience regm-dl.llg limited or restricted procure­

ment of equipment and. products such as wiretapping and telephone recording 

equipment, dangerous drugs or chemicals, and other similar matters. 

• Destroy when S ;years olde 

322 Data Processing Systems am Bguieent 

a) Correspon:ience justifying procurement of' data processing equipment and 

reports and studies of work processes adaptable to data processing; 

including promotional material acq_uired during the selection of 

computers and allied equipment. 

• Destroy llhen S :rears old• 

3 



Retention and Disposition Instructions 
BUREAU OF RECLAMATION 

PROPERTY AND POOCUREMENT RECORDS 

322 Data Processing Systems an:i Equipnent, com;inued.t 

b) Computer instructions or operating manuals. 

• l>est,roy' when computer 1a no longer in Raclamation ownersbi.po 

c) Work scheduling controls; forms or other means for securing key punch 

services, programming or conding input, controlling the use of the 

computer or timing transmissions; as required to prepare batch and 

balance sheets J.ncluding printouts used for that purpose or to veri.i'y1 

update and other functions. 

• Destroy' when no longer needed or when 2 years old, whichever 1a 

sooner. 

d) Punch cards, tapes, discs, includ:mg basic program decks, items 

for verification or updating pu:i:,:oses and duplicates. 

• »as:tw,= oz 1ea-ase when supexsedal or na hmgm needed:, 
.See. s vr,p\€/4M.e.M.+ cover, ~i'3 VVl.?l<?.L1.1J;1-e.. <'eda..kle... 

323 'Motorized. Equipment Re.:ords 

a) CoITespondence and other material regarding availability an:i suita­

bility of motor vehicles and heavy motorized eq11ipment and their 

accessories for acquisition and maintenance by Reclamation. 

• Destroy when 3 years olde 

• Destroy when 2 years olde 

correspondence. 

• Destroy- when 2 years oldJ destroy in:iividua1 anthorizations when 

revoked. or withdrawn. 

4 

https://V\lltl<Z.-C..cJ,l-�.-,e.o.J_a.l.Ae
https://ownersbi.po


Retention and Disposition Instructions 
BURE.AU OF RECLAMATION 

PROPERl'Y JI.ND PROCUREMENT RECORDS 

323 Motorized Equipment Rocords, continued: 

e) Correspondence and reparts of participation in motor pool operations. 

• Dest.ro:Y when 3 years olde 

f) Maintenance records; manuals, instruction books,, maintenance and 

service data related to particular vehicles in the possession of 

Reclamation • 

• Transfer records with vehicle when no longer in Reclamation 

ownership. 

328 Services, Sources of. Correspondence and other material regarding the 

availability for hire of services in engineering and specialized fields, 

consultants, landscaping, production of motion pictures, and other 

matters. Also include periodic reports on utilization of sources of 

services. 

• Destro;ywhen 3 years old. 

329 Aircraft 

a) Correspondence and other material accuhunated in consideration of 

aircraft, including helicopters, for procurement and use. 

• Destro;y when 2 ;years olde 

b) Correspondence authorizing or justifying the need to procure aircraft 

and defining use• 

• Destroy when craft 1s no longer in Recla.mat.ion ownership. 

c) l!anuals, instructions guides, parts lists, and other data pertinent 

to mainteance of aircraft in Reclamation possession. 

• Transfer with craft when no longer in Reclamation ownership. 

l for ~e,k'1vie - r ~b \'1. r-~eorcls r-e..\ "--+~ J., -h, %1 s ,-j.~} 

se,e.. ,A,lc:ud,.., 11e - Reet.J.t>.,.b le, Re,e.o rols Su Ff le V'1 evi.+J 

Ite.w. A 3 aq] 



Retention and Disposition Instructions 
BUREAU OF RECLAMATION 

PROPERTY AND PPOCUR~ RECORDS 
Aircraft, continued: 

o.2 
329-l Aircra.t't. Operations.A Correspomence and forms required to schedule aircraft 

services, maintenance and inspections including registrations, replacement 

of parts, providing hangar space, securing allied equipment am other similar 

matters. 

• Destroy when S;.rears old. 

i,) !If Flight Schedules 

• Destroy when J months old 
:\ /1;,rmrf c'CS.,, fries,; lt'fiqer Y.· .,v()rl::. $heek~mw,efl,,, ,., C">f e~~ 5, e,. c/4.-fa,, A.>t,p( ,,,,'c/J,,
C) 1>1 l.e!!i&,...:.ima er et;A8P Eiee1e:eats s11ppo:p:f;.i.ng COM Program, Vehicle and 

Stores Clearing Account7 w,#,.. >v.f'f'e r-f,"-"f of.CC<-< "11 ,t,H/s • 

• Destmy ~3 years ~ J-k,r r).rseMc:lnr14141(!e of- tdqer 4; ~f--e ol- i,t,HJrt:. .s'-ed: 

-0 ,J!/'J Aircraft Operations Reports such as FPMR-1143-38. 7$22 

• Dest.ray- when 3 ;.rears old. 

330 CONTRACTSs CONSTRUCTION-SUPPLY-SER.VICES 

Hotez These instructions apply only to completed or settled transactions 
(i_!.-1 'I#,(! pn,C!lren.e-Ht- {Jr }'<lrcJ.c.se •'J"'1 lui~ C~ r 

case records of an administrative nature") The original contract and l?f>~~), 

documents of pa;yment are Accountable Officer Records; SEE Retention 

and Disposition Instructions 272. Case records of an administrative 

nature consist of ~s of contract, administrative correspondence, 

routine transmittals of dravungs am other data, ~ of payment 

vouchers, computations used to ~ progress payments, an!:l other 
es+1.,,,,,.,te,, 

similar matters. 

aJ :lransactions of more than $101 000 and all construction contracts exceeding 

$21 000 dated subsequent to July 26, 1974. 

• Destro;.r 6 years and 3 months after final. pa:yment. 

b) 'l'ransactions of $10,000 or less and construction contracts under $2,000, dated 

subsequent to Ju:cy 25, 1974; and transactions or $2,500 or less dated prior to 

July 26, 1974. 

• Destroy 3 years after !inaJ. pa:yment. 

c) Transactions of more than $2,500 dated p.,-ior to July 26, 1974. 

• Destro:r 6 years after final pa:yment. 

https://lrcJ.c.se
https://s11ppo:p:f;.i.ng


d) Inspector reports, contractor unit cost reports at the Engineering and Research 

Center; radiographs, x-rays and other analyses of hidden joints, seams, castings 

and housings. 

• Destroy 10 years after settlement or final payment of related construction 

contract. 

e) Other copies of records described above and used by component elel!lents of an 

office (procurement, design or specification branch) for administrative 

purposes. 

• pestroy upon termination or completion. 



330 

Retention and Disposition Instructions 
BUREAU OF RECLAMATION 

PROPERTY AND PROCURE!fillT RECORDS 
CONTRACTSs CONSTRUCTION-SUPPLY-SERVICES, 

on Form 7-1463 

and other analyses of 

340 _ I 
numbering an:! other matters. 

• Destroy- when 3 years oldo 

350 PURCHASE ORDERS AND SOLICITATIONS 

a) Correspondence concerning preparation, use, distribution, rrumbering 

and other matters. 

• Destroy when 3 years old. 

b) Case files of an administrative type containing cop:iies of requisition, 

purchase orders, solicitations and other matters and as maintained in 

the Procurement Section, the warehouse, or other ordering/receiJling 

station. 

• h-strni: 3 xeaa aft.er p;azmrmt op sat:ilemmrb, 
t,\SE f<~1&-fV;--Y:"s:po'->it101(. ~~trl.le:l-1"4\5, 330 or 311-3 

c) Case files for accounting purposes. 

• USE Retention am Disposition Instructions 272 

d) Book covers for short form purchase orders in serialized or rrumbered 

books such as SF-4h, 11U.3. Governrnent Purchase Orders.n 

• Destroy 6 months ai't:.er exhaustion or book contents. 

e) SolicitationsJ unscuccessi'ul or rejected offers. 

~ Be&t;g:g;;r l y:ea;r after ;;,ejeebion or ie6l:l:Oflee ef flt!:!E'eheee e1de1 bo 

Slieeeee:Pll:l offerM"a 

L,\S£ f<ete.A1f/env "'])'>p"s.1f;·fJ",'f., Xsfr!,(_c-1-,Hts 31/-..3 

7 

• Dea • 10 years ai't:.er settl or .f'inal. pa;yment or contract. 
Co,¾_struct,oj,t,., c~+co.c..-+- E0,..r¼.worl::. Fro3res~ -- ~Q,e. f,tr.,,J.\Y\~ n 

R~i;t'ie I'<e.c o roS 
t>'CY'llJISITIONS C nd t· d" t "but· SufplelM.t?.N-d J.._ orrespo ence concerrnng prepara ion, use, is ri ion, .:Cieom t\-
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Retention and Disposition Instructions 
BUREAU OF RSCLAMATION 

PROPEm'Y AND PROCUREMENT RECORDS, continued: 

360 SP&:IFICATIONS CORRESPONDENCE FILF.S 

a) Correspondence concerm.ng the standard procedures for preparation a?Xi 

issuance of specifications; their format, clauses, standard paragraphs, 

numbering, disposal of surplus copies, and other similar matters• 

• Destroy when S years old. 

b) Specification Case Records. Correspondence concerm.ng individual. 

specifications offered for bid including distribution for bidding 

purposes, mailing lists, engineer's est:una-es for the uork, authoriza­

tion or recommend;.tions for award of contract or rejection of bids, 

protests of awards, abstract of bids and other material regarding the 

specification prior ~ ~• 

• Destroy 2 years after bid opeeing, award of contract or rejection 

of aJ.l. bidso 

c) Requests for and forms or other paperwork required to accomplish 

either free distribution or sales of spacifications as a publication 

and not for bidding purposes • 

• Destroy when l year old. 

d) Lists or indexes of specifications available for sale or distribution. 

• Destroy when superseded or obsolete. 

8 
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Retention and Disposition Instructions 
BUREAU OF RECLAMATION 

PROPERTY AND PROCUREMENT RECOlffDS, continued: 

36]. Specifications Sets of published specifications of the lbreau of 

Reclamation, standard specifications of such organizations as the 

American Society for Test:i.ng Material.a, American Safety Standards, 

Federal. Specifications and standards and other similar issues. 

• Destroy when no longer needed for reference or when superseded• 

whichever is eollJlere 

370 PERSONAL PROPERTY UTil.IZATION AND DISPOSITION ~rrespondence, forms 

and reports of personal. property (not larxl} acquired or, disposed, 

including advertisements of property available for sal.e, arrangements 

for disposal by sale or auction and other similar matters. 

• Destroy when 2 years olde 

0 .Jl1 Agreements leasing, renting or selling property together with 

al.l related correspondence. 

• Destroy l year after termination of agreemeuto 

e) )1) Disposition of proceeds from sales of property, correspondence 

related thereto. 

• Destroy when 5 years old. 

J.) .d) Transfers of property to Water User Organizations; l.ists and trans­

sfers of titl.e and rel.a.tee!. correspondence. 

• Destroy 5 years after transfer is accomplished, or l year after 

termination of agreement of transfer, whichever is applicabl.ee 

370-l. Property UstiIJgs - Available for Procurement: 

a} When no procuring action occurs. Destroy on expiration of availa­

bility period. 

b} When a procuring action occurs. Destroy 2 years after procurement 

is accomplishede 

9 
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Retention and Disposition Instructions 
BUREAU OF RECLAMA '!.'ION 

PROPERTY AND PROCURmENT RECORDS, continued 

380 PROPER'fI MAN.AGJ!J!ENT RECORDS Correspon:l.ence regarding the management ot 

property, property management. surveys, conseI"V'ation and use ot property, 

management of warehouses, shops and other property storage facilities. 

• Destro7 when S years old. 

380-1 0 Properif control and C11Stodia1 records such as abstracts of issues 

and receipts; administrative copies of requisitions, purchase orders 

and receiving reports; contractor receipts for property; equipment 

transactions and summaries, etc. 

• DestroT when 3 years oldo 
NoT£ For d.1si,c•siri'<''1 of- r~lo..,fq,i. ,17vV1c.k e.CLri-As, ~el, 

)llf' 
cova111~ vYIC<cill•M- 1eadttt1e. re.core-ts., :i::.+~ 

Ord.era on storehouse. Destroy when 3 months old. 

Receipts for property'. Destroy when superseded or obsolete. 

P:-operty list.SJ losses or acquisitions via transfer. Destroy 

when 1 year old. 

e) ft') Shop or Job Oro.ers. Destroy when 2 years old. 

~) ,1r1 Storehouse cards. Destroy l year after date of last entry. 

11') ft Stores transactions, summaries of. Destroy when 2 years old. l=ol'" WlttCkp,1e- rec.clal,/
JI reeor&s reJC\.te&. -to ~-,s ·,i.QAM. J s~e J.1~c,k; 11e- Re..c.J_o..l,,{,e reec_o ,-.c/._s l 

Svpple.ivt~+- J It.Q.,\A,\,. Pr 3&0 - I '3 
380-2 ProJ>!rtz: Inventories, Lists and Reports such as buildings and quarters 

inventories, inventory certificates, leased property summaries, 

firearms inventories, housing inventories of all types, installations 

owned by the United St,ates Government., long supplies., public domain 

properties., and other similar matters. 

38o-3 Propert;y Losses Correspondence and forms., including certificates 

of loss and survey reports related to loss or failure to locate 

property items. 

• Destroy when 3 :rears oldo 

lO 
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Retention and Disposition Instructions 
BUREAU OF RECLAMATION 

PROPERTY AND PROCUREMENT RECORDS, continued: 

390 REPORTS Correspondence related to preparation and submission of general 

reports such as, report of procurement by Civilian Executill'll Agencies, 

supp~ activity report., boat am. craft operations, cost reduction reports, 

and other simil.ar mattters. 

• Destroy when 3 ;years old. 

ll 

https://simil.ar


Rttentio.n ar..ri :Oi sricsi", Inct'."llc4,ion:1 
Bt!R:SJ;U OF RECLP..11.ATICN "' 

liOO RESEliBCH., Tl.:S'I::::m .,nm '11:CHif:'.CAL H'ECO!illS 

research project:::, u.n<l ac,'uir.istratio~ of its O\m resea?"ch programs.. 

lncludes~qu::u Ed tc coordi,1ate resec:rch act.ivities 11ith othlall' 
\,~ • l).r~,..s mee.i'i~s -t c\es1!?)1'1~t1>1j ai{~ee!.; 

agencies or entiticoA as.sign"-csi::onsibilities ,f\desiena:l:l~proi;ram . 
objective::; and. }>Cope, pl'O\'iWilj fi.nanci.rig., inte:rr,rei!'!Legislatfon 

rel«th•C\ \>\. c,.. 9.~e...n:J ~ -to 
or controlling ren 38.rchJ .:?.IJd_,A?'lhel' s:inilar r:iat i,E>rs. 

fITj,11,i 
• Destroy v1hen 10 yea:·s cld. 

Records -reL:i t.lng w ne6otiation, ad.nn.nis,:,ration 

and pt;!rfo'.':"lll.'1nce .i.ndc:· Af.,reeMents for generul r P3earch for or by Recla."llatic:i, 

including grants, coop(;rative arrange1nent.s c:r.d cont!'acts. 

a) Agre.:"llern:.s not involving ezcho.r..ge of fwlds-Deotroy 1 year after ter!"..:'.rm.­

tion or cancer~=ltion of ai:-reemerr'•• 

b) Agreements involving ex.chant:,;: of fu.'ld.s-USE Retenticr. and Disposltion 

Instruction 330 

};ote: 
Item l.00-2a) 

https://ter!::.ri
https://ezchor.ge
https://RECLP..11


Retentio r. and Dispositi Instructions ..BUREAU OF JlECLAW.\TIOl. 

RESEARCH, TESTING AND YECHNICAL RECOF.DS, continued: 

4oo-J3 Inventions, Patents and Copyrights Correspondence F'i-1es. Correspondence 

relating to securing and protecting rights of use. 

o Destroy when 3 years old. 

400-j 1/ Inventions, Patents, Copyrights Case Files. Correspondence rel.a ted to a 

particular invention, patent or copyright of interest or use to Reclaraation, 

agreements for use, payment of·royalties, and other sil'lilar matters. 

a) Reclamation office most affected--Destroy when agreement of use termin­

ates. 

b) All other offices-Destroy when 5 years old. 

4oo/$" Standards Development File.d)Conesporrlence, forms, index cards, films, and 

charts created in developre.ent of research standards, measuring systems and 

devices (such as meters).-

• Destroy on publication of standard, system or operating instructions or 

when 5 years old, whichever is soonero 

\,) Current meter rating reports and tecl:mical evaluations-Destroy when 

superseded. 

C }!) CuITent meter loans, transfers and maintenance records-Destroy when 

3 years old. 

4o4(p Research Facilities and F,quipment Development Files0 Corresporrlence and 

other records related to establishing laboratories or other facilities for 

performing research and testing., and installing of equipment, instrument 

systems and other devices. 

• Destroy when 5 years old or on de..activation of the facility, whichever 

occurs firsto 

400 P«ge 2 
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,..
Retention and Disposit' Instructions 
BUREAU OF RCCL,J,1/1.TION 

RF.SEARCH, TESTING AND TJ<X:HNICAL REBORIJS, continued: 

boo.I '1 Pest Control Records. Records relating to research on control of pests that 

affect Reclamation water systems, lands, buildings, and other structures. 

a) Correspondence, expedmental data and results, preliminary reports, and 

other similar records concern:i.ng pest control research conducted by the 

Reclamation or in coope.ation with other organizations. Subjects include 

pest ecology, environmental effect of pest control, pesticide residues 

and efficacy. 

o Destroy 5 years after teI'Plination of research 2:: on completion of 

fina1 or technical report summarizing research, whichever is sooner. 

b) Technical publications sl.Ul1lllarising research projects• findings. 

• l) Record copy (E&R Center )-PE:t!.WlENT. Offer to !fAP.S when 25 years 

flrr, b~ i't1f>"-tl~ P"'s.+ 1 '-¼ere.vnder b~ loea.+,on l Projec.t- fecdvreJ or 
old. 10 ('1. / '1r st...>c. ~ u 

1 
f'e. ) 

2) All other copies-Destroy v1hen no longer needed for referenceo 

c) Periodic and special reports on Reclamation pest control activities, 

including annual pest control procram reports, pesticide use reports, 

pest incidence and control cost survey reports. 

l) Record copy--Destroy when 10 years ol.d. 

2) All other copies-Destroy when no longer needed for reference. 

d) Pesticide registration applica~ions, tedr.nical data. and related corres­

pondence. 

• Destroy upon expiration of reeistration or when particular insecticide 

is no longer of interest to Reclamation, whichever is sooner. 

-ms'Ee 
~em l1QQ-Tu}l) 

~e of pest anti ;i,ecat:i:o!!. Ef'xojce'll, Peaw::e 01 3brne1'ee)w 

400 Page 3 
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Retention and Disposit Instructions 
BUREAU OF RECLAHA'ITON 

RFS:!ARCH, TESTING AND TECHNICAL RECORDS, continuedi 

4].0 STRUCTURAL RESEARCH RECO!IDS. 

a) Correspon:!.ence and technical data related to structural engineering 

research. Subjects include design, construction and maintenance of 

structures to increase their effective life, and predict or anticipate 

their behaviour under conditions of climate, stress, erosion., earth 

movement and other forces; and prevention of noise and other pollution. 

• Destroy when 10 years old. 

b) Correspondence and technical data generated in structural and eydrnulic 

research accomplished by USJ..Ilt; models of dams, spilbmys., watenvays, 

conduits, and other structures, and including model studies of power 

transmission systems utilizing electronic models. 

• Destroy Syears after public.'.?.tion of laboratory report or sure..'1larf of 

findings or when 10 yea.rs old, whichever is sooner. 

c) Laboratory or summary reports., record copy, EI1L,rineering and Research Q.A.. 

( A<"N'tKq_ec-( rwme.ri ~tt /( '1\Ce."lter--PERMANENT • Offer to N.AP.S when 25 years old. 
,~ ,·111.,. / 11_r-

d) Laboratory or summary reports, all other copies--Dest.roy when 10 

years old. 

,iJote-
Jlbem !a:ee) '.'ol!a, ,e ls atJouL :l:2 il.el!e:s per Jca:r, u .aHemc:t'l'b ?!:e 'lf,jlt 

ser:i aJ id.enta.fiee:b:t.on, tlt9 l ef)ol Ls me :i.ee-aea. ia a 
Dabered se1±esw 
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Retention an:i Disposit" •1 Instructions 
BUREAU OF RECLAMATION 

RESEAP.CH, TESTING AND TECHNICAL RECORDS, continued: 

420 EQUIPMENT AND MACHINERY TESTING RECORDS. 

a) Correspondence and tech.'U.cal data accur.n1lated in tests of equipment a.-ld 

machinery being considered for use by Reclamation., such as generators, 

transport or control equipment, cor.:.pre::sors, hydraulic or water "l'10rking 

equipment or machinery, refrigeration equipment, soil and rock working 

equipment., cement mixing and concrete placing equipment., hardware and 

other similar items. 

• Destroy when 10 years old or 5 years after publication of a labora­

tory report on the test results. 

b) Laboratory reports, record copy, Engineering and Research Center. 

• Destroy when no lon[:e:r needed for reference or when 10 years old, 

whichever is sooner. 

e) Laboratory reports, all other copies., 

• Destroy when 5 years old. 

400 Page 5 
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Retention and Disposit~ Im::tructions 
BUREAU OF RECLAMATION 

RES:r:ARCH., TESTING AND TECHNICAL RECORDS, continued: 

4,30 MATERIAL AND PROCESS TESTING RECORDS 

a) Records relating to testing of materials including ceramics., fibers, 

fuels, metals, minerals, paints, plastics, vegetable products, wood; 

an:l processes such as excavation and earth stabilization methods, use 

of compression or expansion to achieve strength., injection of chemicals 

into waterways, and others. 

l) Correspondence and technical data accumulated during testing-­

Destroy when 10 years old or S years after publication of a 

,. laboratory report on research results, whichever is sooner. 

2) Laboratory reports, record copy., Engineering and Research Center-­

Destroy when 25 years old or when no longer ne'ded for reference., 

whichever is sooner. 

3) Laborator-J reports., all other cop1es--Destroy when S years old. 

b) Records relating to testing of cements., concrete., mortars, and binders. 

1) Corresponc.ence and technical data, including inquiries for research 

infonnation and responses thereto., transmittals of samples to the 

laboratory and test results, and other similar matters-Destroy 

when 3 years oldo 

2) Concrete test and control reports., incl·.i.ding samples from known 

locations within a feature or structure--Destroy 10 years after 

settlement of the related construction contract. 

3) Concrete test and control reports, including samples from stockpiles, 

aggregate batches, screenine and blendiDG plants, or from an 

unknown location within a fe:iture or structure--Destroy 6 years 

after settlement of the related construction conttr.acto 

hOO PaS!e 6 



Retention and Disposit~ Instructions 
BUREAU OF RECLM~ATION 

RF.SEA.:1.CH., TESTmG A."ID TECH1IICAL RSCORDS 
1&30 MATERIAL AND PROCESS TESTING HECORDS 

b) Cements, concrete., mortars and b:iniers, continuedt 

h) Test., pour., production and inventory records, including daily and 

other periodic test reports created during the life of a construction 

contract-Destroy 3 years after settlement of the related construct­

ion contract. 

c) Records relating to testing of soil and rock. 

l) Correspondence and technical data, includinz; records required to 

transmit sam;iles for testing and evaluations-Destroy when 3 years 

old. 

2) Laboratory or field station worksheets containing test data and 

other data to be used in the Reclamation publication °ia..-..th Manual. 11 

-Destroy when 3 years old or after data for 11~rth Manual" is 

extracted., whichever is sooner. 

3) Reports of on-site testin~ of samples-Destroy 3 years after 

settlement of the related construction contract. 

d) Records relating to studies of earth movement. (f1,r ~At11vtf,-/-~~le rtec«Js 
('e,1m-2cL·i-o '!'V't .S: 1tQM.l J s e €. 

l) Correspondence related to studies of slides, avalanches, and earth- S~eNtt 

quakes., and their effect on existi:ni; feabl.res and str"Uctures, and A1./ 3vd. 

ways to compensate for these effects--Destroy when 5 years old. 

2) Reclamation-created reports on earth movements affecting Bureau 

land or property-PER:i!ANENT. Offer record co:;.zy- to NAP.S when 25 
~~~~ 

years old. All other copies, destroy~when 5 years old. 
( Arr. b1;1 ~oc,,/e proJec.t1 fei:,+vre1 or s~ruc.tvre- involved), \/alt1.,,,e. wti>1.lV1<.C...I 

1 

t{- J') Publications and bulletins not created by Reclamation, inchding 

11Preliminary Determi.nations of Epicenter., 11 "Seismological Bulletins," 

and others--Destroy V1hen 2 years oldo 

Note 
-it.a 10&!):!} '1olwne ls m1u:m:d:, depem!.ertt. oli eru t!'I movei::!efit activrt.y 

eeCM:::Zlf; 11.:.'bh:tn A !)'C!l i A·UM!!;e:T:Cffb miuld be bj l:Dc,de, 
pPe5eei:, :fe!!il;:i.tPe - eti::iict.we u,:t;olved.., 

https://feat1,1.Pe
https://Manual.11
https://eti::iict.we
https://proJec.t1
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Retention and Disposit~ Instructions 
BUH.EAU OF RECLIU,1ATION 

RESEARCH, TESTING AND TECHNICAL RECORDS, continued: 

440 HmRAULICS, RECORDS RELATING 'l'O THE STUDY OF. 

a) Water fl.ow re0orda. 

1) Correspomence related to the study of water flow as an erosive 

.force., and the development of techniques to control it--Destroy 

when 5 years oldo 

2) Laboratory and field worksheets containing data for which no ~..umnary 

or other laboratory report is prep:i. red-Destroy when 5 years old. 

3) Laboratory reports., record copy., F&R Center-PERMANEN'l'., Offer to 
( Amw.oe&..- t1.lph"--nuv>,-,,riccd[u) C.ti. 10 i111/yrNARS when 25 years old. •1 J 

4) Laboratory reports., all other copies--Destroy when 5 years old or 

when no longer needed for reference., whichever is sooner. 

b) Records relating to sed:ilnentation studies. 

l) Correspondence and field data sheets accumulated during tests to 

determine or predict sediment loads, the rate of sedimentation., the 

ranges to which it settles, and other related matters-Destroy when 

3 years oldo 

2) Laboratory work sheets., survey books., cross-section sheets., and other 

computation sheets-Destroy 5 years after issue of summary or final 

report. 

3) Summary of final reports of sediment study-Destroy when no longer 

needed for reference. 

Note 
Item--~)o) ~e~erlls 11:re :!:!'51:!ed 3:1\ 11 mm.bex ed se! !es (HTrJ= ) a.lid 

Y'!de~ed b;y :1'1ojeeb, locale 01 o!:hu ideft't.ifiee,11!!:e;a 
V'o¼ee is abetrb 3:Q ifiahes ~eP y~a~ • 

400 Page 8 



Retention and Disposit ~ Instructions 
BUREAU OF RECLAtlATION 

RESEA.11.CH, T::STING AND TSCHNICAL RECORDS 
440 HYDRAULICS, P.ECOPl>S R3Lf.':.'TI-JG TO THE STUDY OF, continued: 

c) Records relating to ice, wave and beaching studies. 

l.) Corresporrlence related to effects of formation and movement of ice, 

movement of waves in different bodies of water, appraisal of damages 

caused by movement, and techniques to control these actions­

Destroy when 3 years old. 

2) Laboratory and field data sheets including survey books, cross­

section sheets, and other computation sheets~ related to a 

damage claim-Destroy 5 years a.fter issue of summary or final 

report. 

3) Data sheets used in litigation of damage claims-Destroy l yea:r 

after settlement or cancellation of litigationo 

k) Summary of final reports of research find~s-Des~roy when no 

longer needed for reference. 

- 400 Page 9 
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,,Retention and Disoositw· -nstructions 
BUREAU OF RECLAY.\TION ... 

RESEARCH, TESTING AND TECHNICAL RECORDS, continued: 

450 WATER SUPPLY TINESTIGATIONS RECORDS. 

a) Correspondence related to the study of water supplies for irrigation 

and other uses; from natural weather occurences, geotherma1 or 

grourdwater supplies; reclaiming or purification processes; and other 

related matters--Destroy when 5 years old. 

b) Water supply reports, prepared either as a special report or as appendix 

to a Basin or Definite Plan, Planning, Feasibility, or other report. 

1) Regional office most affected-PERMANCNI'. Offer to NARS when 

25 year old. ( Arr- blj V\o.,vi,te, ,.(- Project IY! vest, :3etho~11) 

2) All other offices-Destroy when no longer needed for reference. 

c) Water supply study data, including statistics, computo.twns, and his­

torical flow records. 

l) Office responsible for preparing final or summary report-Destroy 

10 years after issuance of report. 

2) All other offices-Destroy when 10 years old. 

d) Water supply reports of other agencies-Destroy when no longer needed 

for reference. 

e) Survey notes, forms, worksheets, arrl other data related to a water supply 
a.. 

st.udy but not.-2 supportingAreport-Destroy when 10 years old. 

f) Water manai;ement records. 

l) Co1·respondence and technical data related to studies of how water is 
,:,.11d 

lost thru natural phenomena/\ industrial and domestic: consumption, 

effect of water loss, and means to preve~t it-Destroy when 5 years 

oldo 

Note 
It.ear ti,el,)1 V:;,.3.1:tme wo1ile. l!e l tie 3 e1:1:M,a !leeot, Btu eau.....,:!:de at bh:e 

Jll!lStJ mgst ye;rs G:lilRillii w: el:, lcs3. kl: 1"81'1gemen1> 11c1:tld 
be-:e,, Pxoject. Imcsbi.~e:1:ien ,klllllfe 

400 Page lO 
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Retention and Disposit5 Instructions 
BUREAU OF RECLAMATIO!J 

RESEARCH, TESTING AfID TECHNICAL RECORDS 
450 WA'l'ER SUPPLY INVSSTIG 'TI:Jl•!S RZCOPJ)S 

t) Water management records, continuedt 

2) Summary or final reports of water management research, record copy, 

office of origin--PEm.fANENT. Offer to NARS when 25 years oldo 

3) Summary or final reports, all- other copies--Destroy when no longer 

needed for reference~ 

4) Studies by other agencies or entities-Destroy when 10 years old. 

g) Water quality study recordso c~r ~iSHt-rut.J.J/e ff!,.(!_,._-.,...J.5, r~!cde&-lo '-fh,'s. ;few-_; 
see svf> f' /,e,-,M. e,,,,,if , .:,::-,BH,,i_,. ft 'Is-o s) 

1) Corresporrlence and technical data relating to purity standards, 

identification of pollutants, wa:ys to restore purity to different 

types or bodies of water--Destroy when 5 years oldo 

2) Swmnary o::- final reporr.s of' study, record copy, office of origin-

,e e, be.lowPERM.ANENT• Offer 1..<f NARS when 25 years old. 

3) Summar-3 or final reports of study, all other copies-Destroy when 

no longer needed for reference. 

4) Water quality data or reports of other agencies or entities­

Destroy when no longer needed for referenceo 

h) Routine transmittals of information or water samples for testing pur­

ppses-Destroy when 2 years old. 

Note 
Items k50f)2 ruxi 450g)2 . 
The~e reports are not prepared with O..."TJ/' degree of regularitv• 

0
durini;; that pruise of investigation when data c:.m be used w· ;un~ 
a Basin, D;fin1te Pl.a.,, ?la.,n::..,g, :easi~ility or other rc~ort; Tt 
is ver;; ra~ e ,~he::r. s~ch a repoz-t nould be i:::::ucd a:; a ::;epa~.,e. The 
:lun_ wou...d be !'U!"lr.al (l to 5 inchf's per year at the i;i:,st) and 
rey would be arra.,GGd. by the m..me of the invest1eo.t1on the t•,pe

0 report~ am an app ndi.,: nur.:ber is so is.:;uede ' - ., 
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Retention and Disposit: Instructions 
BUREAU OF RECLAMATI0?-~4 

RESEARCH., TESTING AND TECHNICAL RECORDS, continued: 

460 Reserved 

470 ATMOSPHERIC WATER SUPPLY STUDY RECORDS 

a) Correspondence and technical data related to production of artificial. 

precipitation., Reclamation participation in cooperative research., 

interpretations of legal responsibilities pertaining to weather modifica­

tion., and like matters. 

• Destroy when 5 years old. 

b) Research proposals. 

1) Proposals from which no agreement results within 3 years-Destroy 

2 years after file is closed. 

2) Proposal resulting in an agreement within 3 years, and related 

correspondence---USE Retention and Disposition Instruction 330. 

c) Final or sum:nary reports of participation in cooperati•1e projects. 

l) Project of Reclamation origin., record copy., E&R Center-PEFl!.ANJ::Nl'. 

Offer to NARS when 25 years old. m e1&h0;p eopies-==r,es :::.: u:, w1heu no 

longEl'l!' RE10doa fep refer euceo 
All o+he<'co1;,,·es.·•-1)esho.-t.t. 1"'- ~ €M.Cl.f w\..~ 1tto \~qer Vl.e'-'&@&. for 
re feri!M c e ~ 

Projects not of Reclamation origin-Destroy when no longer needed 

for reference. 

Note: Final or SUJlll'lal"Y rE>ports a,·e of' two types: 

l. In-house reports a:!'e prir.ted by GPO who supplies copies to 
Archives. 

2. Contri::.ctor-produccd repori,s are furmshed to Nationtl Technical 
Ir.f'orr.~'ltion Sernce at Spr:..ns:'::.eld, Virgima (in fou:::- copies); 
but don't know if that agency s..rds cop:..es to ..trchives 0 

V-o""J.ume of reports is c:u:::-rently averr.:;e about 18 ir:ches per yea:- but 
increased ac~ivity in this fitld ir.ciicates that c:::::iou.~t tray tr::.plc. 

Even thoueh copies of the :-e~o:::-ts ~ay co~e to ycu it still ..tlght 
be pre::€r(l.hle to h2.ve tr.c a;;ency (m::) ser.d you t.'le set for 
PE:ll':AI-.ElIT rete::naon - they 'l"Ould be identified by ProJect nw::bers 
~ith 18 locato:::- references. 

400 Page 12 
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Retention and Disposit~nstructions 
BUREAU OF RECLill!J\.TION .., 

RF.SEARCH, TESTING AND TECHNICJl.L RECORDS 
b70 ATMOSPHERIC WATER SUPPLY STUDY RECORDS 

d) Seeding project records. 

1) Correspor.rlence, forms and other reco:rds reJated to obtaining personnel, 

equipment, supplies., and services for the project; gathering and 

reporting data; and similar administretive matterso 

• Destroy when 5 years old. 

2) Project case files--Destroy when 10 years old• 

.. 3) Final or summary reports., record copy, F.&R Center-~EH:MI.UEm' • 

J)estr~vt '111.., Ciie.M!!A.1. W~eM.. l'IO 

Vtee.d ed ft; r re. Fe re.Mee , 

b) Final or sumnary reports, aJJ. other copies-Destroy when 5 years old. 

/
e) Technical data relating to cloud formations and moisture content, methods 

of stimulating rain or snowfall, and recorcs re~ting to administration of 

data-gathering installRtions-Destroy when 5 years old. 

1') Agreements for operation and maintenance of data-gathering installations 

and all related correspondence--USE Retention and Disposition Instruction 

330. 

g) Statistical releases on water supply and meteorolo&ical conditions., 

including releases from NOAA. 

1) Statistics compiled for use in Project Ristories-Destroy data when 

printed in Project History• 

2) Satellite data-Destroy when no longer needed for refe~ence or when 

5 years old., whichever is sooner0 1f vvw,p1d ic ~e., s ee s v pp/-e..1111 ~-ld­
cove< 1Y13 WIMl.'l1Vle- fe.t:lcletlole re<!on,\5) J:.-te.M,(.., At-t 10 3 
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Retention and Disposit • - Instructions 
BURE.AU OF RECLP!lATION 

RF.iSEARCH, TESTING AND TECHNIC.AL RECOP.DS 
470 ATMOSPHERIC WATER SUPPLY STUDY RECORDS, continued: 

b) Atmospheric Conditions recor::ls. 

l) Correspondence and technica1 data related to Reclamation studies of 

temperature, humidity, pollutants, effects of prolonged artificial 

precipitation, natural storms, and other atmospheric conditions. 

• Destroy when .5 years old. 

* 2) Final or summary report of studies., record copy, office of origin--­

PERMANENT • Offer t,o :NARS when 2.5 years oldo 

3) Final or SUllllllary report of studies, a11 other copies-Destroy when 

5 years olde 

L) Worksheets., forms, computations, and other reference data-Desu-oy 

T1hen .5 years oldo 

A f7tJ-l 

* These reports are not issued with any degree of regulmty; they 
primarily concern freakish type storms a."ld the data collected 
regarding the causes and effects of the storm. A recent exrurJple 
was the Bureau I s bucket-survey of the Eig Thompson Canyon area 
ai'ter the flood of Aui,'Ust 1, 1976 to deterr.:me the act.ual amounts 
of rainfall that created the dioaster1 even though, in this 
instance the information "a:., not used to prepare a final or 
sUIDrnary type report. 

Volume would not be large, and would probably be identified by 
the locale and type of storm. 
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Retention and Disposi+·-~ Instruction 
BUREAU OF RECL/lJMTION 

RESEAP.CH, TSSTING AND TECHNICAL RECORDS 

480 SURVEYING AHD MAPPING P.ECORDS 

Correspondence files. Correspondence and program schedules required to 

determine Reclamation surveying and mapping requirements by Fiscal 

L80-l 

JJ/./ sr ~#;f~d'111 

480-2 

Years and transmittals of requirement data to U.S. Geological Survey or 

Cooperative agreements and all related correspondence_, 11'\'clvJinj torei9r> svr\/e'.j inj + 
Wlll.f'r•11:, c.c:,ope.,~ti11~ C\..~ree.."V\'2.rlts, ( (-\rraMA_e4, l:,'1 c.o-.se; ¾eret.W'loler 

chr-01Ac,to~lcc..\\4') 3- hJ iviJ..,.-. rntd(,I 

• Deetl'ef 1 year after te~ent er eompletion of 

thewoPk. PJ:R,i,{~AJE,NY, Cvl- oFF e11er11 S l;(fs,'-r.r(.1.,1,ts:tE?r-- 5- ~e1<.r bL,ck 
+o FflRC a..+ --£- ye.:tr 1r1,-er11a.ls, 6FFer +o NARS whel'! 
a2s l1~"-rs old, 

Survey notes in level or transit books., containing ground surface measure-

ments or base data for maps and drawings as well as other pertinent info:-­

mat5on regarding the landscape. 

Monumenting; ,vork notes., photographs., cards or other records­

Destroy when Survey Control Diagram and pencilled copies of caps are 

filed with u. s. Geological Survey. 

b) Monumentir.g; survey books or notes of permanent locations of brass 

caps and markers-PEru.!ANENT., offer to NARS when 2$ years old. 

/1 to J cubic feet per year - us~ally less/ (A ('<'~e.J :V\UV11e.r-icc...\l j bv\ ~ 
Coc\e ,~,(\1(,it; Pro3ect o..<""ell..-

1sv ..-v€.48,Q, ~l- ~ le 1>-u \lk. 1,e,.) , 
3 - ➔ II / l-{'f()jl?<2-t)

Survey books containing preliminar-,r design and cost est:illlates da"ta 

and preliminary location controls of at least third order-Destroy 

when data is transferred to planetable., map or drawing or when 

replaced by a preconstruction survey. 
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" Hetl:'nt1on .rnd Dispo•3j t:wn In:: ~i i.0na 
BUREAU OF RECLAJ.iA"irION -. 

R'.~'3'.~Afl!;H, 'r'S'fLllG MD TJ•:e:rrircAL Hi~COPJJ'., 
stmmwum AND 1;1A,,rnm m~coa.is 

480-2 survey notes, continued: 

d) Precon:c,trucT,ion and conztruction survey notes u:,cd for preparation of specificH­

tions, to plot proG°l'es:, of construcc.lon, m.'.l.int2.in alJnement, estd,:!..ish control 

points and other s11m.J ar purpo::,es-- Destroy 3 years after settlement of related 

construction contracto 

e) Surface levels and data beneath or nt sides of fc.:i LlU'CS and structures; levels 

and elevations 11as built, 11 and notes con taming behavio'.lral ob.::,€'J'Vdtions--

Destroy ;1hen 25 years oldo 

f) Unidentifiable books--Destroy on receipt of thii:.; lnst1t..ction., 

g) All other books---Destroy when 25 yea::rs oldo 

~ 
j,J/{}5 480-3 Land Classification., 

J~y/l'vO 

7/.2.;)./ 7 7 a) Survey notes and field data collected during the survey 0f lmrl for irrigation 

su:i.1..ability, including base maps., pland,ables, toporcraphic !'laps, ~rial pho·Gg..­

~ remote-sensing products or other similar media-Destroy when fina1 

land classification map is prepared• 

b) Land Classification maps, finaJ.-Destroy 5 years after land certjfication report, 

is approved hy Secretary of t.he !n0erior and an acceptable microfilm version of , 
. . f fi1-10.I l"'"'f' w,+k re..lcd·ecl rno\.e)( 

c)>1,;r-~f.1~l.P"1!~1-e<;.}l,~b~~8iVe. re.ferQ.Vlte. ccp1.,i°~PEie,l-jAAJEAJ1. offer +o NARsA,wh~ no /011.:yrc~n\s}Prt 
i'\ vieecl@d or w1-1er1 oio 4eo.rs. olc:I I wk,c.ltleue.- 1s. sooner, ( ~lrr(l,M.l'(Q&_ v-v,"lle.-, "?,ll'f), ~ ill J 

cy Al\ o#ter ('of>,es cf! m,ucl'.?;1.vi.. .. Destro--<.( t~ nqe.¥lcl.j wh.eM r10 cnqe.r rieeAeJ. rDf' ne..1-erenc(?, ~ 
e,) Land Classification maps_, prelimi:nar.r or showine terapom:cy h)undarlcs and 

l'l..::reages of irrigable areas and thelr class of land -- \)es-\-fCU( 11-v D--/i~-tA-U-( w~elA..- no 
lo 111.~ er need e&: R>r re.Je.r~ H. 

P) A) Analyse3 of soil and water sMples supporting classification aooigned to the 

land-Destroy when irri13nblc area is estQbllshed and certified (SEE Retention 

and Disposition Inst.ruction 7h.3-l)., 

:l) .-f!) Field or l,ork notes, tab11lo. tlons, computations and s.1.mj la r m;iterj al-Des troy 

1 year after final land cl:issiJ\;o.tion map hn::; been prcparc,'Cl.,. 

fur aerial /ho-fomc,.,ps / see,. ,ff'A/l'l,, 

Jioo r.:i,Gc 16 

*r:rlvrt lfl 4,c:.t::or &a.Mee. wt-1,l tf( C~/(, /0{ - f (. so1, 

https://remote-sensi.ng
https://m,ucl'.?;1.vi
https://m.'.l.int2.in
https://m~coa.is


Platting. 

-Retention and Disposit ~ Instruc~ions 
BUREAU OF RECLAMATION 

ID:SEARCH, T::STING AND TEC!-IlITCAL R:::COP.DS 
SURVEYING AND MAPPING RECORDS, continued: 

Survey notes retracing or establishing boundaries of townships, 

section lines, and farm units. 

Pinal plat, 01 ig:bial copy"""'-'PEffltAMEN'l' o O:f'f'ei Lo N1Jt'.:I when !:O years 
Orl3,ntil plt\.ts t- olvplicc.Je. c_cp1es (e,c.ce.pt VK'1c,t:l!=,lMy-- 1:>eshot-j i"'- ~-eM.C.~ 

"OUh wtH?M a.ccep+~bly F-,lwieol CAntt l'IO lovtcier ne.eo\e&. For re.Pere.Mee, 

All other ee,p:i:es. inelu:d:±ng mieio~ ~s1;}o3' vd1en no longer needed 
., ~; "~ .;,-, "f" J r F I t
J,lic..rcFi l1M. W\l'-S.te "r I o<.up1,c,ne. .t.tre.re11,ce. top11 J ina./ Pt. --, tv,th, fl!.l"-ft.,._ /n e,,. I 

~P PefoFenee. ~eMRAJEAJT, Ofter to AJA~$). whe+t no c.H'l.'f@r nf;ecle&.-
~or re.fur<2nce, o, wvievi c-lO 4rs. ol,:lJ wkidiever 1.5, soci11er, R/iM-,, 

Preliminary or working copies of pla"li1;-Destroy after preparation of in etecon::ldM.CI? 

W1~ 1./1 
final plat. CFR. /Of -

/I .. soi/,
d) Field notes or books containing location or other data-Destroy after 

preparation of final plat. 

,pv Jv/15 liS0-5 Sediment Surveys; reservoir range monumenting and other data in survey books 

1 yvJ-,,v/f'l.4,-1 17 or notes. 
"I ;, 

• Destroy l year after data is plotted to a map of the sediment range. 

Aerial Topography; negative film of vertical or oblique image together with 

accompanying indices, flight identification and other identification. 

• Destroy when no longer re~uired for reference. 

480-9 Routine corresporrlence related to survey and mapping such as letters of trans­

mittal, requests for information and responses thereto, lists of maps available 

for distribution or sale, publication of information of special surveys or 

maps available for distribution or purchase and other similar material. 

• Destroy when 1 ye~r old. 

https://Ctecorol.Cl.Mc
mailto:Dl'l.lf@r
https://IIM-wtl'-S.te
https://R:J:COP.DS
https://e,c.ce.pt
https://t-olvplicc.Je


Retention and Disposition Instructions 
BUREAU OF RECLAMATION 

.500 DESIGN, CONSTRUCTION, OPERATION AND KAINTEHANCE RECOHDS 

a) Genera1 Correspondence Files. Correspondence regarding the administration 

of Reclamation's general functions of design, construction, operation aIXI. 

maintenance aIXI. those functions as they relate to all projects, divisions 

and units under Reclamation jurisdic;cition. Include correspoIXl.ence 

reganiing such matters as development of overall programs of design, 

construction, operation and maintenance plans, general moratoriums on 

construction activities, programs to accelerate construction, and other 

similar matters. 

• Destroy when 10 7ears old. 

b) Project Correspondence Fil.es. CorrespoIXl.ence regarding the development 

and administration of a project, division or unit in their entire concept, 

i.e., the overall plan of design and construction, operation and maiJ:iten-

ance. 

• Destroy -.hen 10 ;years olde /J 
E'llj'ir,eerill:J /J-a/;a,_f-,oJg - &e.-11~r.d -- see- /1a.eki1-1'1- /'(ea.dc,_b/e./1500,. 
Records Svpplerne>1f,1 ::rffiJM,t. I?- ~(J() 

.500-1 Pllblic Opim.on Becords. Correspondence am petitions forA~gai:nsf"planned 

or constructed Reclamation projects, divisions or units; particular 

features and structures; and including replies to collllllents, petititions 

11and other similar matters. t)ff, ckrc>1Ac,-j°:i~"'J\~, (a,, ;;i_ /'jr, 

All Offices--PERMANENT. BREAK file annually. Offer 
to NA.RS when 15 years old. 



• 
Retention and Disposition Instrnctions 
BUREAU OF RECLAMATION 

DESIGN• CONSTRUCTION, OPERATION AND MAINTEHANCE RECOl!IDS1 continued.1 

500-3 

a. 

b. 

~:o\1"' 

500-4 

Geoloqo Correspondence administering or concerning the geological 

investigations of sites for features and structures of Reclamation 

projects, divisions or units. Include transmitta.l.s of geological 

samples tor test purposes, results of drill hole explorations, drill 

hole locations and other similar matters. 

• Destroy 'When lS J"88.%'8 ol.d., 

Geological Reports, including review colll!llents: 

Arr, b'j project r'H'vW\€ • SD- r.o I \11 PV~. J./· s'fprc;~c+ 
w h~ t1.c:e1..11mvft-1.t1115, 

Record copy, regional office of record--PERMA.NENT. Offer to 
NARS (nearest Regional Archives) when 25 years old. 
All other copies, all other offices--Destroy in agency when no 
longer needed for reference or when 20 years old, whichever is 
sooner. 

Drill togs: 

a) Original. '!Of,'1SZ 

• Destroy 1ihen 25 years old.o 

b) All other copies 1t 

• Destroy when 10 years old.o 

Transfer of features and structures from construction to operation and 

maintenance status; letters of notif'ication. 

• Destroy when 5 :years old., 

2 



Retention and Disposition Instructions 
BUREAU OF RECLAMATION 

DESIGN, CONSTRUCTION, OPERATION AND MAINTENANCE RECOP.DS, continued: 

Construction Jnthorization. Correspondence, letter repo~ and legisla­

tive material.s accumula~ in the preparation and subJllission or documents 

seeking Congressional. authorization for construction of Reclamation 

~~projects, dirtsions and units, or particular features or structures. ( O..ff• hj. r'rcrSed; 
~~• . 4-\,~1t-vnc1,t>r chron<.) ~ 

• a. Commissioner's Office -PERYA.\1E~'T. Cffer to ~JARS when lc~li<'6<1l~ 

.a.: 
• b. 

25 years old. 
Regional office of record - Destroy in agency when 
no longer needed for reference 

cl.5 ,!.M-,H 
1view • "'-

CL.,.e....c.y 1 

c. All other offices - Destroy in agency when no longer Y;; c I.Ar-+/ 
needed for reference, or when 10 years old, whichever ~, 
is sooner. 

Programs: 

a) Correspondence, letter reports, statistical data generated in the 

scheduling and accomplishing of programs of construction, rehabilitation, 

betterment, operation, maintenance, force account and other work by 

a program period (usually a fiscal year). Also include similar material 

related to programs of advance planning activities, for accelera~ 

construction ani other similar matters. 

• Destroy l year ~er the close of the program period• 

b) Programming media, itx.,.Luding forms, data processed information, and 

other paperwork recording program accomplishment, progressj changes 

and similar information. 

PF-3 and reports such as "Summary Cost and Progress," "Operation 

and :Maintenam e Cost and Progress," and data processed equivalents 

under Programs AR020)80 and FNC0280 and simila.r. 

• Destroy ending report for fiscal year when 5 years old. Destroy 

other issues when ending report for fiscal year is received.~(" ol.i s; ro'; iho.., 

of- relCA.teJ. yv v'lC.l"- cccn:.ts 
1 

?fl?<; 
1 

oli!i.<!S s.ee.. '+11 e supp l-eM-t~ 
e.ovH1v\ti, \Mt._c\;L'uH- H"'-&c-,tla ceeo/ct~J 
~ 1\- 3;:i_g.. J 

https://reeor-cPs.lj
https://eccn:.ts
https://Maintena.me
https://contirru.ed
https://RECOP.DS


Retention and Disposition Instructions 
BUREAU OF RECLAMATION 

DESIGN., CONSTRUCTION., OPERATION AND MAINTENANCE RECORDS., continuech 

SO!. Project Cost Bst.1:matest 

a) Corresponience regarding the prediction, analysis of cost trenis., and 

adjustments of costs of construction, operation and maintena.ce of 

Reclamation projects, divisions am units and the preparation., revision 

or other 110rkillg of estl.lllates of those costs. 

• Destroy when 3 years old. 

b) Estimating g,.rl.des, including publications., statistica1 and simJ.lar 

data reporting on unit prices, cost indexes, cost ~r~.-d:J and other 

similar matters. 

• Destroy ,ma 3 years old. 

c) Cost EstillTates, DC-1 or equivalents. 

• Record copy in the Regional O.f'.f'ioe of record., destroy when project 

completion report is issuedo All other copies., destroy when 2 years 

old. 

d) Control Schedules., est:!.r.iates of appropriations and other data. regardless 

of fo:nn used. 

• Destroy when no longer needed for reference or when 10 years old., 

whichever is sooner. 

~ ; 11 e_ - r eA-£Jle ,e e o rtf. s. re Ic:uk-JL 'tb-For s u;>,PIe rn e+z/- fb I" M a.-d i 11 e -::r~ ..5()il.J 

re~a..bl~ :r+~ A s-0,;;1-

4 
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Retention and Disposition Instructions 
BUREAU OF RECLAMATION 

503 

·'f'::_ ,,{/.,(IS 
~ 

r)ia. /77 

DESimf, CONSTRUCTION, OPERATION AllD MA:rnTEHANCE RECORDS 

Dra:wi.J:lgs and Maps. Original drawi:ags and maps, designs, sketches and other 

artwork from which an acceptable film (microfilm aperture card, col.or slide, 

color print and negative) ia available. 

• Destroy when no longer required. .for revision or updating purposes or as 

otherwise indicated b,y other items of this 503 Retention and Disposition 

503-4 
~ AIAl.5 
~ 

?/i<.#77 

retained pending pr-eparation of "as built" or other final. version. 

• USE Retention and-Di.sposition Instruction 503 above. 

Sketches and other prellminazy versions of drawings and maps. 

• Destroy' when final version is prepared or when 3 years old, wbicheftr 

is sooner. 

Aba.a::l.oned Projects or works, drawings and maps rel.ated too 

• Destro., after film.iag• 

https://l::"'c:-cu;.se


Retention an:i Disposition Instructions 
B~U OF RECLAMATION 

DESIGN, CONSTRUCTIOl-i, OPERATION AND MAINTENAN::E RECORDS 

Drawings and Kaps, continued: 

Postponed projects or works; drawings and maps of activities for which 

construction is delayed. 

• Transfer to Fed.era1 Archives ani Records Center; withdraw when the 

project or work: is reactivated or destroy ii' ofi'icially abandoned. 

Artist conceptions and other origina1 artwork. 

a) Origina1 artwork and ~ micro or color film thereof• 
w·"""'- r~\ ded iN.lei 

• PERMARENI.'. Offer to }MRS/\when no longer needed for reference or 

when 20 years old, whichever is earlier. ( Arr: nu~U?.{"ie~!lj ~;\ Sljm.bols 1~...l·, ~,-t-11A-.9 
Pn,.l';.C.\- or /\d,.,, 1/14 1 pr<!•fO.r1~j O!=F~ce; 

b) All other copies: QA,.c{ clrt\.u..lti\f ..S: <;.,:,r,.,__[ l'lu ~ b cc.) 

• Destroy when no longer needed for reference or display purposes. 

503-8 Lists; bar and bar cutting lists, cable and cable reel allocation lists, 

reinforcements lists, bills of material ani other aim:l.lar data. 

• Destl'OJ' ai'ter f'1.lming. 

503-9 Schedules; construction programming an:i materials utilization. 

• Destroy on settlement of related constract1on or supp]3' contract. 

503-10 Schematic-Diagrammatic drawings of electrical, wir:i.ng., switching and 

other installations. 

• Destroy when no longer needed for updating or revising• 

503-11 Design standards or typical design dra:wings• 

• Destroy when superseded or obsolete. 

503-12 Dluatrations; charts, graphs, statistical arrangements an:i similar 

drawings used in reports and other publications. 

• Destroy when superseded. or obsolete. 

6 
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Retention and Disposition Instructions 
BUREAU OF RECLAMATION 

DESIGN, CONSTRUCTION, OPERATION ANO MAINTENANCE RECOF.DS 
Drawings and Jlaps, continued: 

503-13 Design references and marked prints of drawings. 

• Destroy when no longer needed for reference or on completion of related 

constnction. 

SOJ-14 Manufacturer Drawings • 

• Destroy after filming. 

503-lS Other agency drawings • 

• Destroy alter fi.Jming,. 

$03-J.6 Location maps. 

• Destroy when superseded, obsolete or filmedo 

503-17 Floor plans, c!fice arrangements, wall hangings such as large eylon maps, 

and other oversize drawings such as prepared for prelllllinary plans for 

relocation of railroads, hl.ghways am other features• 

• Destroy' when 5 :,ears old. 

503-18 Drawings, designs, maps arxl. similar material prepared dunng reeaarch or 

other work performed for other agencies including foreign govr.rnments. 

• Transfer to the agency or .foreign government, on completion of the work• 

research or project for which prepared,. 

ConstractioD Jlaterials. CoITespondence generated duri.rv/; the investigation 

of earth, graael and rock for construction use. Including such subjects 

as access, quantity and quality of material available, proximity of borrow 

area to construction site, reports of investigations, production and use 

C•fa ,y1.,a,,a,.,lr,i llr"-""··L,,J./e re C(}rdsrecords, test reports, and other s:unilar materials,. rtlateil -le - i'i ·,7i',;w/ s<' <!., 

t>fR Me;!f~::::r 11-sc-,
• Destroy 3 years alter completion of work under the r ed construction 

contract. 

7 
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Retention and Disposition Instructions 
BUREAU OF RECLAMATION 

DF.SlUN, CONSTRUCTION, OPERATION AND MAINTENANCE RECORDS, continued: 

505 Reserved 

5o6 Inspections Records. Correspom.ence generated in accomplishment of periodic 

examinations of features and stzuctures for safety, efficiency of operation, 

damages, am. for rehabilitation and betterment purposes. Include correspond­

ence regarding the methods for performing inspections such as by use of 

scuba divers, helicopters and other means. ( Fo; ~llrf!,,. -rec,,..J2.c,_J/e
reicdecl -fo ~1? rfeh<- J 

• DestroJ' when 3 J'El82'S oldo 5 (./r?/e/ht ~tf 
::r.~ A ~()(,,, 

506-1 Inspection Reports 

• Destro7 when 5 ,-ears old. 

506-2 Reviews of maintenance reports. 

a) Engineering and Research Center. Destroy when 10 years ol.d. 

b) Regional. Office of Record. Destroy 1 year beyom life of structures. 

c) All other offices. Destroy when superseded or obsolete. 

507 Relocations. Correspom.ence regarding the general procedures and legal 

requirements involved in movement Of natural or man:ma.de features, structures, 

or systems (railroad, road, canal) away from Reclamation construction 

activity or areas subject to irrundation. 

• DestroJ' when 6 years old• 

• Specific relocation case files; USE Retention and Disposition Instruction 

330 or 780, whichever 1a most appropriate. 

8 
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Retention and Disposition Instructions 
BUREAU OF RJOOLAMATION 

s.. ;_;;;, M tf-1
5].0 ~• Correspondence regarding dams and eir appurtenant works such as 

spillways, outlet works, diversion tunnels am. other features; and 

incl.uding ma.terial related to operation am. maintenance of the structures: 

a.) Dams being constructed, constructed or abandoneds 

• DestroT 1lhea 10 years old. 

b) Dams being planned for construction. 

• Destroy when material qualifies for disposal under a} above. 

510-l Correspondence, technica1 and other data collected or required to prepare 

reports associated with the design and construction of dams and their , , ,1 .L ' 
• I} ' r - _,, i -1.e .I} '-k yn;s '' "(2,U{_/

appurtenant works. ( /?Jr nu;._i!,hlne_ - reac,u;L,&J/e, recc,«-r, S ,e a,,, .ex-. 
See. Svflf'fevYt€412 

::t:+~ rt'SIO- I " 
o DestroJ' ) ;years after issuance or rela eel report. 

510-2 Reports s 1/ ,.., /Arr. b~ \c,c.cd-.°'"". tc, c.o.. - H '1r, 
a) Archeologica.l investigations of damsites. f.. I-

i) Re,~;~\ office _of V't"'l--\t-r inie.fest -- fERM.MH:'.N'T. offer +o NM~S l 11eare:s 
Re51o;-=1 f¼ n:..IA, ve.¢) t,<Jn'e.vi to ye.ius o( c(, R,---6

-0 FIii ~.- oFficer-- Pe~1-t--a..u wli~\. 10 4.rnri;: elJ, ( >( 1c/ 7S 
b) Interim reports such as completion of concrete placement or earth linings 

and other similar activities; design data. in narrative forms; feasibility 

designs and estimates; reports o! fou?ldation investigations, unwatering 

and other related matters; interim reports of installations and behavior 

of soil-cement sections; unit records o! construction and other similar / .., 
ft,f'r4eol b:, pr-oJ•H..t) <-ti,.e..r.e.v....J«-- l,1-j strue...+vre, 1/ci e.... n sl-n.1d11,, 

reports. L.: ~ 
0 RegiiH4Al 6ftk-e or V\'1.C<40C' ~>1~e.s+-)PeRM1tNEAJT.. OHer +o 

• ·NA"Rr;;, C 1-'eArest Re.•:11~( ~r~!..)v_es Wke.M.. 10 '-\ec...rs. old, 

J) M~" o¼-ker of.fices. -- 1:>es-tn,..t/ ~-h~ 10 \.i<:'~rs olel 1 or s ool'!er 
Ir Vlo lo-1<.Qer \'1-eeJ.~el J ri,~ r~e-fe'kce,

c) Cost comparisona; construction cost at various sites compared; cost of' R'f/c1.3 }?3' 

one type structure versus another, and other similar matters. 

I•) DestroT when 2S ;rears oldt, in ot.fioe of record.testro;y when 10 

;years old at all other locations• 

9 
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Retention and Disposition Instructions 
BUREAU OF RECLAMATION 

'!:1$SION, CONSTRUCTION, OPIIB.ATIO!l AND MAINTENANCE RECORDS 
DAUS 

$].o-2 Reports, contimled: 

d) FimJ. Construction Reports, 

PERIIANEN'l'. Record copy, office of record; offer to NARS when 25 

years old. 1-fO-5 0 l?M-. v-. llv1N'" vi,,... {3 I,~ i ~ ~ n.c-w-, 
Destroy when no longer required for reference at all other locations. s~ 

J,A./ ~ 
e) Final reports of installations and behavior or soil-cement sections. 

~ Destroy when 25 years old, record copy in office or record• 

~Destroy when no longer required. for reference at aJJ. other locations. 

!) Technical. records of design and construction. 

• USE Retention an:! Disposition Instructions 180 •S 

g) Operating instructions. 

• Destroy when superseded or obsolete. 
S'I0-~ s.ee.foe- r,u1.clt",11e.- l'u.AA..b\e. i"e.~,l"d s re-\ a..te,L. +v 1 

J\t~l'le- R.eo.detb(e, Ru.oro1.s ~vpple.(A(.eM.t A stO-c::}_
1Behavior Installations and Observations Records. 

a) Correspondence and other material related to the installation of meters 

and other instruments at dams to measure earth movement, seepage, stress, 

pressure and other. forces affecting the stwcture and its appurtenant 

works. 

• Destroy when 10 years old. 

b) Observations, periodic or interim reports. 

• Destroy' when summarized into a .tmal. report. 

c) Observations., final reports.

9PffiiMAfflillf'., 1 eco1 d WPJ in office of tewnl:, offei to Nlffl8 when 25 ·> 

-;yean 93.d. Office oF reeor-,~-- i:.:le.sfrtu(~hiAfh~c'!;trvdvre no lon9e.--
;,) Destroy when no loneer required for reference at all other locations. 

For r,1.A.C.,k, 11e - reaclc,J,le...- re.cord. s reLd·etl 4-o J:te..uv S 10- 3 

see.- fa{A.a!.h,e - ~ea.J.&Jol-e.- Re.e.o r-d s Surp IQ 1M.e.«.+ ~ 
1 

trStD-3 • 

10 



Retention and Disposition Instructions 
BUREAU OF RECLAMATION 

DESIGN, CONSTRUCTION, OPER.ATIOU AND MAINTENANCE RECORDS 
DAMS, continueds 

Sa!'etz of Dams Records: For- rn.~1"e- re~e rec.oats. fd(A.+eJL +o :r..+€,1,¾, S(O- '11 
, se.e.- rt,i!CM-ll'le- f\ettdtl-hl ,e,, Recovds Svrple1111e-u+ :I:tew Asw-'1 

a) Correspomence generated in preparation, distribution, and updating J 

Standard Operating Procedures for dams and their appurtenant 110rlcs 

by' Bureau or Reclamation, Corps ot Engineers or other agencies. 

• Destro7 when 5 7eal'8 olde 

b) Directories of Operating Officials. 

• Destroy when superseded or obsolete. 

o) Standing Operating Instructions. 

/ • ,Destroy when superseded or obs~lJte_,, ..L. _..,,....,,n,d .s SIi yJ. n,.,,.,,t...:{f._
lfr,r MA()Jline- r~le- reeofi:l,, reJa::('edl- n;; .,..,,,.,'1. 0 

5ll Reservoir Management Racords. Correspondence regarding management ot 

space in reservoirs. Subjects include means to provide storage space for 

flood control, transport of non-Project water or water for municipaJ. or 

imustriaJ. use, maintaining pools of water for recreationaJ. purposes and 

conserfation use; regul.ating releases of water; water 01'Ilership, replace-

ment accounting, backwater and tailwater studies, environmental effects 

of reservoir fluctuation, preparation of storage regulations and other 

similar matters. 

• Destroy when 10 ;rears old. 

5ll-l Reservoir Opera:t.ions Records. J:l'orms, logs, graphs and other similar ma.teriaJ. 

recording reservoir operations on a regular basis; d~ or other period. 

Include recordings of inflows, releases, elevations, irrigation deliveries of 

'Water and other similar operational data. 

a) Data later summarized illto 1.he Project Histol:'7• 

• Destroy when related Project Histol:'7 is received. 

b) Data swmnarized. illto AmmaJ. Operating Plans. 

https://J.1,a.ck
https://mainta:uti.ng
https://ll1,ll[J,Jiine-r~ti__,t...Ne


Retention and Disposition Instructions 
BUREAU OF RECLAllATION 

DESIGN, CONSTRUCTION, OPERATION AND MAINTENA?l:E RECORDS 

Reservoir Operations R@corda_. contimleds 

5ll-2 Correspondence and other materia1 required to prepare statistica1 and 

narrative portions of reports summarizing water operations for an 

irrigation season and predicting operations for a com:i.ng season., and 

as required to print and distribute the operations pl.ans and reports. 

• Destl'07 'When 3 :,ears olde r1# eJ'" 

..JMert 
Sll-3 Operating Plans; annua1 or other issues. prdlet--f-1 

a) Record cow, Regional office of origin. (Ar~tt,\,.,-.~\"1,ccvU.'\) • 

o PERMANEJll', Offer to MARS when 25 :,ears oldo* 
b) Record cow, operating office affecte,i• 

• Destl'07 when 10 :,ears old. 

c) All other copies. 

• Destl'07 when 3 :,ears olde 

Sll-4 Inflow Design Studies and related correspondence. 

a) Record copy, Regional office of record. 

• Destl'07 1 year beyond l.1.te of related struc~ 

b) All other copies. 1• Destru,y 1lhen 10 :,ears oldo , " D
A .SI 1-S, S""ui.11 reservdt> Si-z.111;9 CC>~l\..rvt~+,.9., s See, }1A.ck1 l'I e. - Reo.cla..ble r,e eon:ls 
A .s ll - ~ , FI o w,s, .t cl-.\ vv-.,, i o-i,.s cA~ Svpp\ e.iM eM-t .l. .:t.t,(!,i,M 5 It- SII-S 
I'+ SIi-{, .:Irrl~e.~ Swe\..,es <..+kroarih, f't ..S-11-7 

520 WATER D.IB't 4'NOROS.--c:oi"respon:ience con<!erm.ng cana1s1 

laterala, tunnels or other water carrying or distribution systems and 

t~ devices or structures insta1led to measure and control the f'law 

of water through such systems. 

• Destru,y when 10 years old. 

Pr""v._ I OFero.+1-;_, l'rocess;ir. 1'1"--"'-" 1)._f._ - -
se.e... ;L{Mlune - Rea..&.llbfe ~or-J-5 SuprleV)teM,+j 
~ ft S I ol 

]2 

https://con<!erm.ng
https://S""ui.11
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Retention and Disposition Instructions 
BUREAU OF RECLAMATION 

DESIGN, CONSTRUCTION, OPERATION AND MAINTENANCE RECORDS 
WATER DISTRIBUTION SISTDI RECORDS, continued; 

520-l Reports: 

a) Correspondence am other material generated in preparation, printing, 

and distribution or reports; includillg engineering computations of 

canal lines, foun::Iation i.mrestigations, working instructions, design 

data in narrative forms, feasibility' designs and estimates and other 

similar matters• 

• Destroy 3 ;rears after completion of related construction. 

b) Final feature or construction reports: 

1) Record copy, Regional Office of Record--PERMANENT. Offer to NARS when ,25 yearsmold. 
' ....,.',.~ ,. , , , , J , • , L. C 1_ _ o \ 1, \ l1 
\ t,ss ••-~ (;:."/'11'•1 ~""'-C'-~ {!)~Vic,.µ•~ C....~$ ,VN'le.q;, ~l,;,x,,',a_ 1'.i',~:..-..?,- ,•:'._ .,,,,.14_ 'i~-

1
2) All other copies--Destroy in agency when no loriger needed for refers.nee. 

o) Designers Operating CriterSII. 

• Destroy when superseded or obsolete. 

520-2 

summa~ing observations of erosion, sed=entation, losses of water, 

am other factors affecting the efficiency or operation of water 

distribution systems. 

• Destroy when 5 years old. 

b) Interim or periodic reports of observations. 

• Destroy on receipt of f'inal report. 

c) Final reports• 

• Destroy when lO yea.rs old. 

l3 

https://Mo.c.\...'l"e-Ret:1.JA


Retention and Disposition Instructions 
BUREAU OF RECIAMATION 

DESIGN, CONS'IRUCTION, OPERATION AND MAINTEUANCE RECORDS 

WATER DISTRIBUTION SlSTmm, continued: 

520-.3 Earthwork Computati.on. Fi,r IM~_ne-l'e~\,1-(. N~..cor-ds re.itttecl -+o ,i,k',.s ,few. 
see,, }.{c..c1" l,'\f!' - f\ e.c,,&. c.. i1 Ie Re..c.on.1.s 5vppl (' 1M ~'i; ::tfe 1'11 ) 

a) Ma.nua1 and data processed computations of boITow area use, centerlille f>r s-aa-3. 

determinations, concrete or earth quantities, cross-sectioning, profiles 

and controls, gradeline, station placement, prism and other similar 

date generated during construction of water diatributJ.on systems. 

• Destnr,y 3 ;rears after sett1ement of related conatl!ll.ction contract. 

b} Data processing input, programming fo:nns or books and storage media 

such as punch cards., tapes, discs, etco ft_~ 
:t-~~ 

• ...J)eatl'OJ'wbeal;wz a:m. ~ Se.e. svrpl~v111.~+,tc.over1vt3 
~""-1;1.chh1e- rec~cl a.b\e re c.orcls 

It ..50.o-lf- 'J),vemc,, Scheclu/es - wm"u.f-s - - See fafac.M"e, ~t:i:.d a.1, /e ~comfs. S1.'f:p/~ 
530 DRAINAGE Correspondence and other material regarding seepage at Project ::::J.:fei?f If s-ao-'i 

lands, features and structures, and the methods by which those conditions 

are alleviated or eliminated. 

• Destroy when lO :,ears oldo 

530-l Corresponience and technical data accumulated during observations of seep 

conditions. 

a) Record cow, Regiona1 office of record. Destroy 11hen 25 years old. 

b) All other copies. Destroy ,men 1.0 years old. 

I} 5:30 - 3,. E v!Lf" f-ra.,11 s elr.a..-f/'o17 f:ron<.,, t?lra_,;ut_q e.. - - .re ·t 

Jl1ae,,kine - lren..da..hle, /(ecorols S V,P/>fet-ne n ~ 
I.--fe,,,m_, ,4 S :3 I) - 3 

l4 
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Retention and Disposition Instructions 
BUREAU OF RECLA11.AT!ON 

DESIGN, CONSTRUCTION, OPERATION AND MAINTENANCb: RECORDS, continued: 

540 PID4PING PLANTS Correspondence generated duI".l.llg the construction or pump 

plants 11 installation or equipment, and as required to admimster the 

operation and maintenance o:f the plant. (office hours, shirts, inspection 

patterns, scheduling of maintenance work, etc.). 

• Destro,- when 10 ;years old• 

/==,n...1 Col'lstrvct1o'Y1 
540-1 erJJup3:e+.:l:on Reports s 

a) Con-espondence and technical data required to assemble, print and 

distribute. Dest.roy 'When 3 years oldo 

b) Reports of completion ot major pumping facilities such as Graney 

Pumping Plant, Yount Elbert Pump and Powerplant and other similar 

structuresa 

Record copy, Regional office of record. PIRl!AHE1ll' Offer tD 
NABS when 25 years old. \ e,c.,_, Ff I/I.OW ;,,_, "'4eM.C<{ , vi_ -1c..rL., 

All other copies. Destroy when no longer required for reference. 

c) Reports or completion of minor pumping facilities. 

• Destroy-when no longer required for reference. L) 1
11 SJ/0- /. Pvnt-e_r.11.8 P!t:Wtf CDs!- Esf;'ma.l,~7--see }ftt.e,.hrne -&..c_khle ~eeorar 

S11peJemf!MI-- I& II- ,r.~ci-1.
~o-2 Reports 'of c~ive costs and designs, operating Ulstructions and. 

other similar matters together with related correspondence. 

• Destroy when no longer needed for reference or when superseded or 

obsoleteo 

540-3 PUmp Installation and Operat1ng Records. Form and narrative operating 

reports such as pump-generating economics, technical calculations and 

computations, pump acceptance test records, opera.ting instructions and 

similar matters. 

a) At the plant or office of record. Destroy- when the pump is no longer 

in Reclamation possession. 

b) All other copies. Destroy when 10 years old. 



Retention and Disposition Instructions 
BUR.EAU OF REC1.AMATION 

DESIGN, CONSTRUCTION, OPERATION AND MAilll'ENANCE RECORDS 
PUMPING PLANTS RECOBDS, continued: 

540-4 Operating Reports, including charts, logs, !orms and other media recocding 

day-to--d.q or periodic £unctions, maintenance, inspections, and other 

operations of the plant, its equipment, and the power available and used 

to accol!lplish pumping• 

• Dest,r07 wben !, ;rears old. 

5ho-5' Bydrologic Reporta, including charts., logs, graphs, fornis and other media 

recording water elevations, discharges, arxi other uses associated with 

pumping plant operations• 

• Destroy when summarized in related Project Histor;r or -when 5 years old, 

whichever is sooner. 

SSO RIVER JIAHAGEIIE.lll' Correspondence and other material regarding management 

of water release or withdrawal from riversJ predicting flows, determining 

and correcting causes of fl01f depletions, studies of the effects or 

regulating nows and other similar matters. 

• Destro7 when 10 7ears old. 

550-J. St.reamgaR!'G Stations and F.quipment Corresporxience regarding the establish­

ment or location or streamgaging stations and equipment and operation and 

c:. -,&J. da.b'e reNr-J5
maintenance of the station arxi measuring devices. [ r'f!ia?fc1..:,-''!£ - ~, S Jt-e1-1t See,.

I 
f(4e1t111e - Rea.d11.hl-e ;feeords 

• Destrey wben 10 ;years old. Surrlenten f-1 .:Xfe,wi, ,4.. ss-o- I] 

55D-2 Cooperative Measurement of Streamtlaws Cooperative agreements and related 

cmrrespomence concerning participation in multi-agency programs for the 

measurement of s treamflows and other related purposes. 

• Destro7 l ;rear after termination of agreement. 

.)1tt e,k fk e - ffe,ad4 /,,/efl 5SIJ-;;,. Fi:, rt!. e ~s. fi'j IA}p.,:f,e,r ~p/,"&s Ste 
sso.., :2,A/feton:I 5, Svf'?le ~-nen f J Xfe,-,n,, 
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Retention and Disposition Instructions 
BUREAU OF RECLAJ/.ATION 

DESIGN, CONSTRUCTION, OPEPJ. TIOU AND MAINTENANCE RECORDS 

RIVER 11.ANAGEUENT, continued: 

550-3 Reports--General Correspondence ani other material accumulated in the 

preparation., printing and distribution of reports of stream measuring 

statisticsJ water supp~ outlooks or situations., forecasts of water 

supplies., and other sim.il.a.r matters. 

• Destro:,' when .3 :years oldo /} 
fl sso-3, tJpera.f101is S+vdl~J; -- see J/,ud..?11.e-/r~J,f.e_ 

550-4 Water Supp~ Report, Bureau of Reclamation: :Xfe,,m.., 

a) October 3l issue, summarizing the irrigation year. 

• Record copy at the Engineering and Research Center. PERM:AlllE&'1' 

Of.fer to HA.RS when 25 years old. 

• All other offices. Destroy when S ;rears old. 

b) All other issue:.u 

• Destro;y on receipt ot Octobeu .31 issue• £) 
A SS"O-lf ~vn -cf-13' lfee-~nis-- see ,l/tlaliwe-tf'0t£Jle !fe.eorc/5 Svf>J>leP'fe'",f,, 

550-5 Yater Supp~ Reports, other than Bureau of R@Cl.a.mt1on. X-f(h,,(_. It SSO- If, 

• Destroy when no longer required for reference., 

II sso - .5, Sfrea.l'K-//cws - - see N11.(J,.h.lnt?- - /?e.R.bble /4 cu·ds SV,Pj>lePJte,,,.,f. 
550-6 Recorded Data., including forms, charts., graphs and other records of ..I/pi'7f J1- S ..S-t>-~ , 

stream maasurement, dai~ gage and river height., discharges and their 

~raulic characteristics, rating curves and tables, and other 

similar matters. 

• Destroy when S ,ears ol.d. 

17 
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Retention and Disposition Instructions 
BUREAU OF RECLAMATION 

DESIGN, CONSTRUCTION, OPERATION AND MAINTENANCE RECORDS 

$60 RECORDS RELATING TO INCIDENTAL PHYSICAL FEATURES 

General. Correspondence concerning structures or facilities at Reclamation 

works which serve purposes other than storage and distribution of water 

for irrigation purposeso Subjects include relocation or transportation 

systems at or near Bureau works; provision or water supplies f'or use in 

domestic, industrial., or sanitary systems; studies of noods; conserva­

tion of' fish and wildlife at Bureau works; construction of' visitor 

facilities; installati-on and operation of' communications systems; 

maintenance of' navigability of rivers at Bureau mrks; reconstruction 

of' river banks; and similar matters. 

• Destroy when 10 79ars oldo 

$60-1 Final construction reports f'or all incidental features, and related data 

and correspondence. 

a) Correspondence and technical. data required to assemble, print, and 

distribute reports. 

• Destroy when 3 years oldo 

b) Final Re:i:ort: 

1) Regional of'f'ice most af'f'ectedr-reconi cow related to ~ ty-pes 

gf e=b1ucburJS eP f:oatQPeee PmMhHElfff 8£fcr 11e !I.~ whoR 2~ ;yeaFe 

\)~ -,,-\-r~ M~~ I.A) k~ vi o /~er~>1-

fU:1,v l r-e'.J..- \=or ,e+-e_.v---e,u.e ,e. 

2) All other copies of' reports regarding major structures or features 

and including al.l copies of reports regard~ minor features or 

structures. Destroy when no more than 10 years old0 

18 
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Retention and Disposition Instructions 
BUREAU OF RECLAMATION 

DESIGN, CONSTRUCTION, OPERATION AND MAINTENANCE RECORDS 
INCIDENTAL PHYSICAL FEATURE :RECOIIDS, continued: 

560-2 Agreements, and relatee correspomence, 

a.) Relocations involving land and rights-of-q acquisitioDS. 

• USE Retention and Disposition Instructions 780-2 

b) Relocations involving construction and suppl;,' 111ervieea • 

• USE Retention and Disposition Instructions 330. 

c) Transfers of coJ:Ipl.eted transportation systems (hi~s and roads) to 

Federal or state agencies or providing 11extraordinary maintenance" 

of the system for extended periods of time. 

• Destroy upon termination of agreement. 

d) Providing for water storap;e and transport through Reclalllation fac:i.lit,.. 

ies. 

• Destroy 1 year after termination of agreemexrt.. 

e) Cooperative in nature am providing for management or wildlife resources, 

servicing snr.et\:aries, and similar purposes • 

• Destroy 3 years after termination of agreement. 

1') Providing food services at visitor facilities. 

• Destroy 2 years after termination of a!:I'eement. 

,60-J Flood Control Regulations created by the Bureau and other agencies together 

with related correspondence. 

• Destroy when superseded or obsolete. 

,60-4 Flood Reports created by the Bureau or other agencies. 

• Destroy when no longer needed for reference. 

,60-5 Domestic and industrial water supoy: :i.nvestigations reports and related 

correspondence. 

• Destroy 1'hen 10 years old. 

l9 



Retention and Disposition Instructions 
BUREAU OF RECLAMATION 

DESIGN, CO?-BTRUCTION, OPERATION AND MAINTENANCE RECOP.DS 
INCIDENTAL PHlSICAL FEATURE RECORDS, continued, 

56o-6 Conservation Studies, originated by the Bureau, the Fish and Wildlife Service., 

and other conservation groups. 

a) Regional. office most concerned, record cop:,. 

• Destroy when the study- is incorporated. wto a Definite Pl.an or other 

Report, or when 10 years old, whicheyer is sooner. 

b) All other copies 

o Destr07 when 5 ;years oldo 

)Iun;c~I + ii,1hsftT1J tucder sur,f ies 

570 CAMPS AND HEADQUAR'l'EilS RECORDS 

General. Correspondence related to providing and maintaini:og office, 

storage, housi:og an:i service facilities at construction areas and 

other temporary locations. 

•Destroy-when 10 years old or l year after eemp or headquarters 

area is discontinued., whichever is sooner. 

570..1 Final Construction Reports 

• Destroy when no longer required for reference• 

.57o-2 Correspondence and other records related to the layout, construction, and 

maintenance of facilities at a camp wluch becomes an independent town. 

a) Survey books, plats and other records of land location and layout. 

• -llia!Jeae eea flO l:orige1 I eqcd::c ed fox 1efeeeuce• 

.!>ispo.s.e c:F accor&.;tt.j -\o I~ -r 10- I a.,, 

b) All other records. 

• Transfer to governi:og body of town within one year of transer of 

site. 

570..3 Correspondence relati:og to provision of educational facilities and services, 

housing rentals, and concessions. 

• Destr07 1 year after facilities and services are no longer administered 

by the Bureau. 

20 
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Retention and Disposition Instructions 
BUREAU OF RECLAMATION 

DESIGN, CONSTRUCTION, OPERATION AfID MAill'l'ENANCE RECORDS 
CAMPS AND HEADQUARTERS RECORDS, continued: 

57o-4 Agreements. including lease or purchase of' housJ.Dg and concession space • 

• Destroy 2 yea.rs after termination or transfer of' administration 

to a city authority. 

570-5 Inquiries about availabilit;y of' housing and concession privileges; 

including unsuccessful bids from concessionaires. 

• Destroy when 2 years old. 

580 SOIL AND MOISTURE CONSERVATION RECORDS 

Genera1 Corremndence Files Correspondence and technical. material 

promoting or reporting on actual practice of' soil and moisture 

conservation techniques such as reducing or controlling erosion by 

means such as vegetation control, range rehabilitation, :unprove4 

methods of' in1.gation and similar matters. 

• Destroy when 5 years old. 

580-l Annual or other periodic reports of progress: 

a) Record copy, Regional office of record. 

• Destroy when 5 years old. 

b) All other copies. 

• Destroy when 2 years old. 

58o-2 Work papers, computations, program schedules an:i other material. accumu­

lated and used in preparation of anrmal. or other penodic progress 

reports• 

• Destr~ 6 months after report is issued. 

580-3 Cooperative Agreements, watershed management am other similar purposes; 

reports of findings; and all related correspondence. 

• Destroy 3 years after terminationo 

2J. 
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Retention and Disposition Instructions 
BURKAU OF RECLAMATION 

DESIGN, CONSTRUCTION, OPERATION AND MAINTENANCE RECORDS, continuedt 

590 REPORTS Reports concern1I1g Reclam!I tion projects, divisions and units or 

activities as an entirety; ranging from investigations or preliminary 

project plans through the definite pl.a.n, concluding or wrap-up types. cl)..~f. btj Prcjvxf/trle<er111 kr 
chro11o log,c"'-11:l) 

a) Record copy., Regional office of record. 

• PERMANENl' Offer to NAilS when 25 years old. 
5 - llf C<A.. l'i. /,_,r. o/e,,eY1.t:f.1Ad ,,,.., ~.. t>/-' C,;.>1.~f,vc/1011 

b) All. other copies. / 7 

• Destroy when no longer required for reference. 

590-l Makeup and distribution; correspondence and other mat.erial required in 

preparation, printing, binding and distribution of reports • 

• Destroy when 2 years old. 

$90,.2 Comments and reviews of Reclamation Reports 

a) Regional office of record 

• Destroy when 25' yea.rs old. 

b} All. other offices• 

• Destroy when 10 years old. 

5'90-3 supporting matenal; correspondence and technical data accumulated dUring 

preparation of reports. 

• Destroy 3 years after issuance of rel.a ted. report. 

5'9o-4 Progress reports; periodic and concerning construct::.on, ope.ration and 

ma.in:.enance of Reclamation activities; such asthe L-29 Construct ion 

Progress Report, s=aries of operation and maintenance, and similar. 

• Destroy when 3 years oldo 

22 
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Retention and Di::;position Ir •,ictiono 
BUJ1EAU OF nECLPJ}.A'fION 

600 POWER RECORDS 

General Correspondence Fileso Correspondence of a fr.ciln',.,ive arrl adr~in:i .s-

trativc nattu•e and rol.rc:tcd to HeClalT'.1tion 1 s tcneral por·er function, its 

de,rcloprncnt and proe;rams, a.rid _rncludlnr, infonnation rel::.tcd to power pro­

grams or devclo:;:,'ll1cmts of other entities b,1t,h public and private. 

o Destroy when 5 years olde 

600-1 !:owcr Development study Corres.E!:ndenceo Correspon:icnce and ether material 

accumulated :in the preparation of feasib:i lity and coi;t studies for devidop-

ment of a particular power gencratinc s;rstem, or from 

a particular source of energy (such as hydro-i::;enerated, pumped storar,e, 

solar energy and others)o 

o Destroy when final or summary report is received or when 10 years old, 

whichever is soonero 

6C0-2 Power Development Reports., summary or finalo 

a) 

b) 

Record copy, office of origin---Dcstroy when 10 years old. 

All other ccpies--Destroy when 3 years oldo 

600-3 Power Statisticso Periodic listings of pm'ierplants, lines <'..nd other 

features :i.nclud:_ng FErleral Power Cor.lr.liSSJ.on yearbooks and the uPLS11 

listings of Reclamation" 

• Destroy when superseded, obsolete, 

soonero 

or when 2 years old, vtlichever is 

600-4 Power Interference Reports., 

a) ReFol'ts of int,l)·derences, related cor:r,'npoi"rlcnce and clearance procedures, 

not suppcrting a litigation--Destroy when 3 years old 0 

b) Reports and reL,ted correspondence, support.:i ng 

Retention and Dhvo::.ition In::;tructh·•n 130-50 

a litir:;at:lon--USE 



::;ei, as 

n..-_:tention and ni ;:po:JJ_t1.on Ir. J.ctions 
Bum:.ttU Or' fiECL!,hA'l' ION 

POWER RECORDS, contimicd: 

* 600-5 Headwater Benefits Flieso Correspondence and other :material rc1:;arding the pa;rrnPnt. 

t<?. Recla.r:u.tion for downstream use of fr1pounded water. 

a. Commissioner's Office and Regional Office of Record--Destroy in 
agency ij5 years after close of case. ' b. All other offices--Destroy in agency 10 years after close of case. 

610 Reserved 
' 

620 POWER SYSTEM STUDIES FILESo Correspondence and technical data .related to stlldies 

of power tranmr:ission and reserve ruq uirements including interconnected systems., 

pov,er pooling, power flows., voltage levels, staldli.t;i,• losses., loads and other 

factors. Include computations by daia processinG, by network analysis., use of 

calculatin[; boards, and correspondence or participatjon in committee worko 

• These records Tiill be transferred fo and scheduled by the newzy formed 

Department of EnerCYo 

620-l Power System Reportso Final or sur.nnary reports und includhig similar reports 

as related to interconnected power systems. 

0 These records will be transferred to and scheduled by the newly formed 

Department of Encrg;y~ 

* This re • ,·1as occ::isioncd by a precedent-setting 
Recl:.uriation a, ' Comp;rr,y cor1pcm,atrng Rpc_ • • • • 
of Jmpounded wat.er or use by , r,rLing 
power at 5 power fac of settlcr.1ent 

• • 
e 

and the con-,pens,,tion 

So for this is the o e is ide:ntificd 
by th8 su':,jcct • • " are in chrono w the folderc 
The volu . • 

it,-; precedcnt-setHne i..'llplicatfons; the retention value ,;a1:, 

https://precedent-set.ti.ne
https://HECOII.DS
https://po~ati.on


}'.d0nt.ion ::ind Dic,..o:.frL1.011 Tr, • 'u:::'vj ons 
BlUEJI.U OF ffSCL/\1'.'.NrICN 

Power Syctcm Studies Files, continued: 

620-2 Pool Account Sheets., Sheets m.intalned at Power Operation offices nnd used to 

accouni, for j nterconnected power di.stributiono 

• These records will be transferred to and scheduled by the newzy formed 

Department of Energy., 

6JO 

6,30-1 

SALE OF POWER FILES., Correspon:ience re['.arding sale of povier, including the 

use of preference and allocation systems, znd intcipretations of legislation 

or other reenlation governine Reclamation power s:1lcs. 

• These records will be transferred to and scheduled by the newly fanned 

t Fcr- ~111,e-rerut,l,le.. reeofd.!. retcd-ec:L +o '-Wt)s 'd·e.w. 1Depart tmen of Energy• \ _ L _,
S!.ie. Svj>f:'. ~-~J.l 

1~ tr b 3 o 
Contract Format Correspondence., Correspondence establishing or commcntin6 on 

the gcne!'..U. form and content of power sale a6reements., 

• These records will be transferred to and scheduled by the newly fonned 

Department of Energy9 

6,30-2 Sale Jigreementso Sale& of power produced or JT1.arketcd by Reclar.Htion tof;ether 

with all related correspondence, including negotiations., 

o These records Tiill be transferred to and scheduled by -the newzy formed 

Department of Energyo 

6,30-3 
. 

Sale Negotiations., CorresiJon:fonce related to nct,otiotions v,luch do not result 

in a sale agrerunento 

., These records 11ill be transferred to and scheduled by the newly formed 

Department of Engrgyo 

630-4 Allotmentso Corr .spondcnce regarding the use of allotmcnLs for the sale or 

distr.1.but.1.on of e:1Grf;)', &ubjccts include applfoation r,roced~res, allotment 

determinations and slr.1iL:ir matters,. 

• These records will be transferred to and scheduled Ly the new}~ formed 

Dopartmcnt. of Energyo 

https://di::itribut-1.on


Hd;cnL10n and Di~po~at:wn In ,ctions 
l3UHEJ\icl OF ~lECL/<Jll\'l'IOH 

SALE OF PO\'/Eil Firns, contirnwd: 

Po,ver Market Studies Corrcspond.~~o Correspondence and data generated in studies 

of are::i.s rc.:;_tLLl'illg energy ~,upplj.es a.'l'Jd consider:1laons o.r cost and cl0::1and; po0·1er 

requirerwnts or 1narkets for specific purpo;;;es (such as defense activities) and 

other ::::.unilar matters., 

a) Record copies will be tr:insferred to and scheduled by the newly formed 

Department oi' Znergy o 

b) Reference copies--:Destroy when 10 years old .. 

6Jo-6 Fi.nal or summary reports of Power 1:arket Studic:se 

a) Record co,Jies ·HiJ.l be tr.::.nsforred to and scheduled lY'J the newly formed 

Depc>.rtmont of Energy., 

b) Reference copios---Des troy 1:hen 10 yc:i.rs oldo 

630-7 Rate S'\iudies., Corr13spon:ience and d'.l.ta generated in d"'.:l;erminlng rates to be ch:1rced 

for energy produced o.t Recla;n.ation f<1c1.lities and incluc:..J.ng coples of rate 

schedules. 

a) Record copies wUl be trans.ferrL"<i to an-.1 scheduled h? i.Jle ne;'lly fom.ed 

Depart~ent of EnerQ"o 

h) Reference copies-DP1:.t,roy when 3 yec1rs oldo 

P01mr Repayment Studies Files.,630-8 
a) Correspondence and data (ma.."11Ual or data processed) generated in preparation 

\ of the 1·po,.ct' P.8p,:1.yment Study. 1¼-off;;ce of rccord---Dcstroy when 10 years old.. 

b) P011er Repayment S Ludy, record copy, office o:J: recoJ'd--Pl:PJ.:Ji.NENl'., Offer to 

NlillS when 25 years oldo ( //rrtJA1.qtJ, e,hl'(fflo/bflr11,!ly), / 1-o o2. i,i / 'i' 

c) Correspondence and sLur3y in nll other oifices--De,,t.roy when 3 J<ilal'S oldo 

Custo:nor Rccord~o Correspondence and st:itist"Lcal dato Q.Cnera.tcd ln Jyj lling of 

power custorr:crs, 5ncludinG 1r.ct0r rcadin;;s or tP.1)es, dem:md charts and other 

rcco1·clc-d power uce., and memor,tndu.u c,::,pi.cs of billing statoment::; 0 

o These records \/ill be tmn::iferred to and scheduled by the newly fo:rmed 

Department of :Gng-::eyo 

6oo Pa.30 h 

https://1�po~�.cr
https://c,::,pi.cs
https://upplj.es


Rctentlon 2-nd Dis;):::>siti.on I,_ .ucti.ons 
mm.EAU 01" Ri:CLAUA'l'IOH 

SALE OF PO\"J:~I{ r1rns, continued: 

630-10 Marketing Arrangement RQcordso 

a) Correspondence mid. ot:,er m,!terial related to the SJ.le of Reclanation gener:ited 

power by another agc>ncy such as the D(jpartment of Emirgy. 

1) Ret;ional office of record---Dcstroy when 10 years old. 

2) All other offices---Destroy when 3 years olde 

b) Correspm,d encc and other material rel2-ted to a.:;:recr:!cnts for 1~arkctJ ng of 

ReclaJT1ation-generated G:-i8rfiY and tr:i.nsfers of rights-of-v1::iy ,1hen required 

640 Reserved 

650 POWER SYSTE!.~., RF..COPJ)S OF. Correspondence related to the design, construction 

and operations of power systems from the poi'lerplant to the s-.vitchyard, the featl..rcs 

and facilities required, t:1::: feasJbility of the system, considerations of remote 

operation and other s.i.milar mattersa 

a) ReQ.onal office of reco,J-:.-Destroy when 10 years old. 

b) All other offices--Destroy 1•1hen 3 years oldo 

Powerplants, neoords of Design and Construction. 

a) Correspondence and other matcri..i.l regarding the desicn, constn1c-vion, 

operation and r~aintenance of powerplank;, includ1-nc. Platters of adr.lim::;tering 

the facility, convert_rng operat:wns to remote controls, and other sinilar 

matters., 

• Destroy when 5 years oldo 

b) Records rel.'.l.ted to the J.nsl,:.illation and local..i..on of powerplant equipment such 

as e;enerators, turbines, pumps, cranes, hoiots, meters and other instruments 

and including ma..i.ntenancc and mam1fo.ct,n·cr instruction books, ,Li.;:ic;rrw\o and 

drawings. 

• Destroy when related equipment is disposed., 

https://Dis;):::>siti.on


netrmtion :md Drnpo::ii-Lion Jk vr•uctlons 
Bun,~AU OF r:.ECL1'UfJ,TIOli 

Powerplants, Records of Desir;n and Construction, continued: 

650-1 c) Correspondence and data gene:r·,1ted in prcp,tration of rc1..orts of results of 

found:-.tion invcsticatlon::,, c;eolocical inv3stieations, t3.ilrace (;·10.ter 

elevation re>];J tcil to hciGht of struetu.re) and other mat L ers' of design 

am cons t tuc tfon of pormrpl::i..'1 t.s o 

• Destroy on receipt of report for whl..ch data is collcctede 

d) Final constructJOn and feature reports; n.:i.rrative data on construction 

with prints of pertinent enrineering dr,n1ings and dcslgns. 

l) Record copy, Regional office of record---PERJ !ANEr,rr., Offer to NAHS 

when 25 years oldo { Afrtl,l,19ul by 11e1.,me. 11/'7/AA1I), I - ;?, l,J, whAA ,:.svetl 
( r~re I11 is 5ve.'9 

2) All other offices---Dest;roy when no needed as referenceo 

e) Design Data; narrative and graphic forms., 

., Destroy on completion of construction. 

i') Designers Operating Critera 

• Destroy when superseded. 

g) Environmental Statements-USE Retention and Ji:iposition Inst.ruct,1.on 120-.3, 

120-h or 120-5, whichever is applicable., 

6S0-2 'l'ransmi.ssion Syete:n F;~~_orda._ 

a) Correspo!'ldence ;:ind other materfal regnrding design, c on:.;truc ion, and 

riaintenance of overhead and bur:Led trc1nsmi::;:,ion li:::ics mrl related equipnumt 

such as i nsu Lc1tors, cond.'J::. tors, etc• 

., These records will be tmnsferrcd to and scheduled by the newly formed 

Department of Energy., 

b) :Maintenance and Inspection records, Environnent::il StatemenLs and other 

related materi.:tlo 

These records vJ1il1 be transferred to and scheduled by the newly formed 

Department of Engrgyci 
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ReLentlon ,mi D1.spoi:d.tion L ,'llC tions 
BUHSAU OF RECL{•MJ\TION 

P0Willt SYS'fEMS, Records of, continued: 

650-.3 Switchya.rds Recordso 

A) Correspondence rct;:irdil\; dc,ai:;n, con:,trnctiou, operation and maintenance 

of switchyards and attendent equipment,., 

e Destroy when 10 years old.a 

b) Relciy data sheets, maintenance 11nd install:1tion reportso 

o Dest;i:oy when facility or Qquipment is d:i_.sposedo For- J.i.sP,osifiol'1 °~ ';::--\4..,\-~ f-"_"'rcJJ 
~ -¥s 1 cl1sCG I se,,e, --IMe ,; vpplwYL-e.ut covenn3 t1YIC1.c/h l ne -re.ci.l'l,tL o!e. rec.arv.. s.)1 

c) J!.e..1.lt current data (hand or computer i:roc:cssed) 1i(;r1l.. A .3oloL, 

o Destroy as supcrsededo 

650-4 Substations Recordso Correspondence reganhng design, construction operation 

and maintenance of substations and attendent equipment; includ:L'16 relay data 

sheets, fault current data, and matnteno.nce and installation reports. 

• These records will be transferred to and scheduled by the newly formed 

Department of Energyo 

660 Pff!IER 1-utINTErlAJ~CE PROCEDURE FILES,, Corr(:;spondenc,c or directives establishing 

maintenance procedures for powc:r operations and for po-11er equipr:ient, features 

or racilitic-s such as type and frequency of inspect.ions or tests, scheduling 

repair and maintenance activities, and also includJ.ng naintenancc require111ents 

of regulatory zagencies such as Department of Energy or as required for safety 

purposeso 

o Destroy when the pi~cedure is no longer operative0 

660-1 I11terim Maintenance RfJ.ports., Daily, weekly or monthly reports of r'laintenance 

prosram adJ'limstration and utilizrnt; fonns or narratives such as the publication, 

"Northwest Power Pool Notes.11 

o Destroy when 3 months oldo 
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Retent:i on and D::i.spos1:t,i.on I :uctions 
DUH.EAU OF' Ri::CL!Gi;i\'1'ION 

POYf'!.11 t.!AINTENANCE Pnoc:.:;_1u1l.ES FILES, contj nued: 

660-2 Service Interruptions Reports. Reports of outaGcs, power lo.id sheddinGs and 

other causes of power service interruption to[_,ether Y,ith an.1.l;rsts of the 

cause and other related correspondence. 

a) Equipment Trouble Reports (Form PO&U-124 or equivalent) 

o Destroy when related equipment is disposcdo 

b) Operating Error Reports (Form P0;J.I-174 or equivalent) 

• Destroy when 10 years old in Regional office of record and when 

3 years old at all other locationso 

c) All other reports. 

• Destroy when S years oldo 

66Q..,3, Recording Instrument Readings. Graphic and graphic-line charts, oscillo;;raJ11~ 

and ot.her readings from instruments and meters aL the pm'ler facility. 

o Destroy when 2 years old. 

660-4 Operating Logso Fonns and instrtL"'lcnt readings of water elevations, tem?era­

tures, and other factors af:.'ecting plant ope.rations includin~ data logger sheets 

and supporting datao 

a) Central Station Log Book---Destroy when plant is retirede 

b) Hourly rcadini;s, logs or operating reports--Destroy 1 month after -0.ata is 

transferred to Central Station Log Booko 

c) Dally rcad1ncs of 6eneration and hydraulic data--Destroy 3 months after data 

is transferred to Central Station Log Boolco 

d) Weekly surm ,aries or met£:'r and instrument rc:ndings---Dcstroy when 3 months old,. 

e) Monthly summaries of JT10ter and instrument readln5s---Destroy when 1 year old. 5 

f) All other read:i.nGS 1ncludin.1 d~ta sheets--Destroy when n:ppropri:J.tl:i! data 

is transferred to Central Station Log Book or when 5 years old, whichever is 

socnero 
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n.,ii.,cnt1on and Dl,',po::;itJon r- • "'ruct.Jon::: 
HJ:CAU OF' TILGL!l.'.·,A'l'IOl! " 

POWER ?,!AHITENANCE PROCEDUR!'~S FILES, cmrLj nued: 

660-5 Station Log§,o Summaries of 13cncr~,tfon at1d :plant maint.erunce and safety precaul..ions 

including those rc:lat,ed to pl,mtz ope.rated o.utom;:tically or b;f rer..oto control., 

a) Oscillogrruns-Destroy ,~hen 3 years oldo 

b) Statements of general:.l.on by jndividu,:,,l eencrators; distrfoutions of mer~ to 

prnnps c1n-J similar rcports---Destro;r T~hen l month oldo 

c) Recorc!s of equl,.'l!lcnt out of rervice or being rcpaircd---Destroy when .3 years 

oldo 

d) Perforrenncc curves for turbines and eenerat,o:rs, to;:;ether 11ith all related 

corr('spond encc: 

1) Regi011ol office of rccord---l)estroy 'Vlhen the turbine or generator is no 

longer in Sircau possession. 

2) All other office:..---Destroy when 3 years oldo 

e) Hourly er ot.he:r peri0d curves such ns for load duratirms, integrated opern­

tions, generation s tr-,tistics, noting plant efficiency and ot:-,er sir.:il&r 

information-Dest,roy when 3 years oldo 

660-6 Equipment Histories and Test Reportso Forms and narrative re:i:;orts of use, r..ain-

tenance and efficiency, such o.s :-

• Tests of oils, insulation materials, mGters and j n:, truvients. 

o Relay tests of differentials, distance, ovcreurrer:ts dnd ether s::...r,1ilar wat Lers. 

~ Inspections of circuit breetker.s, govE·rnors, pv:::i:E-,s, turbines, motors, generators 

ru1d similar equipnent. 

o Pecords of repairs, overhauls, po.ir,tini..'., cleaning and other :::id.lar matters • 

• Destroy when 3 years oldo 

a) lkttery Cell Rcadi.ng;,--Destroy all but a current and one preceeding report., 

b) Bushi~ Pm·,cr Fac;tor Test P.cl-)orts--Der,troy all but a current and one precoedlng 

report. 

c) Hi.gh-Voltr..ge DC Jnculal:.ion T0st Repo)•l.:;--Destroy when 6 years old0 
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RetenLJ on and Di:~pos:ltior. 0tructions 
fBUff'r-:AU 01" HECIJ,l1IA'l'JOH 

660-7 

POWER MA11ITENAllCE PROCEDURES FILES., continued: 

System Safety Procedureso Correspondence rcgarc.i:1r; the safety precaul, ions to 

be observed at powE'r inntall:1tions and the use of rrtn.rkers to idenLify danGerous 

areas, conditions or equ:i.r,ment. • 

• Destroy ~hen superseded or obsolete. 

670 DISPATCHING CKNTERS. Cor-respondence e.nd other material ree;arding design., 

_coni:;t!''ll.C"tion, operation and maintenance of dispatching centers for Rocla.11aticn 

purposes (dia>JXJ.tch of wa',er) or as shared v1ith Department of Energy in a 

combined water-power dispatch cyst.em, includJ.ng forms ar.rl other records rE>quirE'd 

to ad.111.inlster the operations of the centcro 

o Destroy when 5 years old., 

680 Reserved 

690 Reports to Regulatory Agenci.es Files. Correspondence rer.:arding reports on poY:er 

generation, multi...purpose plai"it opt:,r2tions and miscellaneous revenues from pow8r 

operattions as required by requlo.tory D[,encies (Department of r:nerg_v); i.e., 

format, reporting periods, transmitt.::t.l& of reports, and other sir1ilar matters. 

0 Destroy when 5 years old. 

690-1 Reports to the Feder.:>l Power Cor.lll".ission. Copies of 11 Annual Report of Power 

Operations, 11 period and d.nnue.l p.mer system statements, monthly sVJti::;ti.cs of 

c0neration, :reports of ari:nwl dcliver1.cs-:,[1.1es and income from energy, monthly 

reports (delivcd es, income; pouer marlrntJ ng, b::.st,;-1·::i.cal pom"r svlcs, d;.,.ta dnd 

rr.cai,itul2:l,:'_on of cusr,oncr net billings) c!!ld reports of outages at tr.:msrris:,ion 

syctems and substations, unit service recon:ls and ;:;.J.l related corrcsponaence 0 

e These records -will be transferred to and scheduled by the newzy formed 

Department; of Energyo 

690-2 Reports t.o t.hc Dcpr,rtr.:ent of r:::nergy 

SF'-ll5 Request, fot' Di::ipos::i-L Authority w:i.ll be sul:imitted ,,hen the reports
" 

of DOE arc dctcrmlned., 
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Retention and DisPosition Instructions 
BUREAU OF RECLAMATION 

Lll:NI) RECORDS FILES 

700 Land Lavis Correspondence Files. Correspondence and copies of legislation re­

garding land-law and Reelamation land ownership or the lllllltiple use o! land 

such as in a National Forest, a. Wildlife Refuge, a i"ilderness Area, or for 

other s~'ldlar use. 

A.) • Destroy when 3 years oldo 

b)• Recreational us-USE Retention and ll'-sPosition In"'truction 710-2 

L 

700-l Designations of Lani to Specific Use. Corresp()ndence and formal or infor-

mal agreements committing Reclamation-owned lands to a specific use or a 

multiple use; or al.louing use by Reclamation of public lands in National 

Forests, National Parl:s, Wilderness Areas, an:i other similar areas• 

• Destroy UPon termination of agreanent. 

70D-2 Land Use Plans. 

o USE Retention and DisPosition Instruction• 7 /l},, 

700-3 Land Ownership Plat Files. Plats (such as Form 7-15lvJ and related aperture 

card and computer indexes recording Reclamation land-ownership by Section, 

\\Ni'='-··~,{
\\I vv '' Township and Range, including records of right-of-way held by Reclamation. 
~ 

• Destroy when no longer required as reference, or when land is no longer 

o,med or right-of-wa,y no longer held by Reclamation. 

700-4 Land Holdings Files. Correspondence establishing systems for rePorting or 

inventoryir.g land holdings of Reclamation; and including the inventories or 

listings of land holdings both manual or data processed. 

• Destroy when superseded, obsolete ::>r 3 years old, whichever is sooner. ,
1

for cl1spos,t,on uf r;e..\arect. f'Vt'1CVI. c..a.rds) --b..pes.) cl,s<c.s., see.. 'i'V1€.. 

svp17\~..e-111.+ coVe..v-l!Aj ~lwe- ru..J.A.t/e,, re,corrls; Il-e,,vu A- 3 iit~ 
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Retention and Disposition Instructions 
BUREAU OF RECLAMATION 

LA.ND RECORDS FILES, continued: 

700-5 Land Dispositions Files. 

a) Correspondence concerning the l: ase, saJ.e or rentaJ. of Reclamation land 

hold.J..ngs--Destro:, when 3 years oldo 

b) Lists of land avai.Ja ble for lease, saJ.e or rentaJ.; inquiries regard.mg 

availability of land and replies thereto; invitations for bid; accepted 

and rejected bids or proposals; and other simtlar matters--Destroy when 

a:r~old. 

710 LAND USE RECORDS. 

a) Correspondence regarcb.ng reservation a!ld development of Peclamation land 

fer civic uses such as a park, playground, school, church or other similar 

purpos~-Destroy when 3 years old. 

b) Land Use/Development Plans; formal reports of land use resulting from 

completion of a Reclamation project and defining the reservation and 

plan for development of Recla.mntion land for civic and recreational 

purposes--Destroy when superseded or obsolete. 

c) Land Use/Development Plails; supporting correspondence and statisticaJ. 

data-Destroy upon publication of the finaJ. development plano 

Tarmsites. Correspondence and other records establishing and administering 

townsites on Reclamation land inclu::l.:.ng survey books, plats and other records 

of location and layout. ( ~rra,uqQJ, by r,oject 1 "+her~\I\.C,~,e,i,- clt~fo4)utfll.() , 
-fo-ltt.l voivme ;,, p.q-e,l<c'f /.; «s- Cl.A .pf, A.iff/ro,-. no 11tlre.;se 

• _.'fl"!,.-,,aus.,,,.-!"fw..,..-,1,..e""C"'0""ldslffl'"-lbo.,,.,..+.th:mre""g"'D"'v"'e"'t""tw,;..·"'lg-au-b.i.n:,.....z,...,.1,i..,,.,,,... f J<-,f' 1c f 't&I' ~ A . And_ 
o.,Recor,,h oi:. s1tes ~e:,f l~te.- evolve&. 11\+6 c1+ies; tnc utfu,cf t:tqe., ,,z.cn~ 

.Bo~lt:le.,. Cif<1,. Ne110ccla __ PERMl!AJEAJT. Offer recorcl copLJ +c /vAl!S 
_1m.wwol,i.+I~ , ( Re.fer¼e.e cop.-es M~ be. -\-raMsferred -fc, 41,e, 5overr11"1,j 

CM,"th&nflf svc<·t>t=cl,10 R~~el~A.{1bi, cwYJersk..p) 

b, Al\ o¼er records, - Yra.Msf:er --b 41-ie. ~ove,·ri 1n5 a..v#or111.f ~vccecd1n:9 
Re clCvl/1'\tlf ici tt (M,,v'\I\ ers kI f' 
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F.etention and Disposition !nstructions 
BUREAU OF RECLAMATION 

LAlID USE RECORDS, continued: 

710-2 Recreational. Useo Correspondence and other maoerial regarding the reservation 

and development of recreational areas on Reclamation land, includ:i.ng National 

Parks, Forests and Recreation areas, State and local parks. Also include 

surveys of recreation poten·~ials and plans for admi'Ti:-i'bering such areas while 

they remain under the jurisdiction of Reclamation • 

• Destroy when 10 years old. 

710-3 Transfer of Recreation Area Administration. 

a) Agreements or Con:;ressional do~..unents transferring administration mvay 

from Reclamation pe!T'lanentl:y, including all related correspondence­

Destroy 3 years after date of transfer. 

b) Agreements and rel:£J.ted correspondence transferring administration away 

from Recl~mation tempora.rily--Destroy 2 years after teI'lllination. 

710-4 Facilities and Concessionso 

a) Correspondence regarding the development of facilities for camping, 

sports, boatin::;, fishing '.Uld other activities at recreation areas; 

accomodations such as cabins and i:rl.nimum. facilities; and concerning 

permits or licenses allowing privately-owned concessions in the area 

or as required to regulate or contr:il the use of !acuities within the 

area-Destroy when 5 years old. 
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Retention and Disposition Instructions 
BUREAU OF RECLAMATION 

/ 

LftJID USE RECO:illS 

710-4 Facilities and Concessions, contiIIUed: 

b) Concession agreements, perMits, licenses and other material allo;.ing private 

businesses to operate vIJ..thin .:. 3.eclamation recrem..iOfl area or as issued to 

limit or regulate the u;:,e of an areas facili·u,;,s---Destroy 2 years after 

termination. 

c) Unsuccessful applications for operation of concessions, ~ermits, licenses 

and incl'-lding lists of concession;:, granted and other similar materiaJ.­

Destroy when 2 years olde 

710-5 Tourist Accomodations. Correspon:l.ence and other material as re';uired to manage 

tourist traffic, or establish and ad;;:inister visith"lg hours, tours, provide for 

self-guided ~ours and to maintain comfort areas, lost and found services and 

other SJ..!llilar conveniences • 

• Destroy when 2 years old. 

720 LAND; WITHDRAWAL AND RESTORATIONS. 

a) Correspondence regarding procedures and data required to secure withdrawal 

of public land for Recl=tion pu::-poses and to restore the land to public 

entry l'"lhen no longer required- PEY<I-\IU.IE'/JT. Offer-to JJ-A;J~S \ 'jear­

o..Aer c~p(e.-ti'e«.- o'f- 'fvie.. W~vt'U-VCL( or r-es+orCL--"-t, 1.i1..u. ~ 
Arr chronclc 3i cc;,.\\~, C0. • d-- "/v.,r-, 

b) Official notice of withdrawal or restoration-Destroy when no longer needed 

for reference. 

c) Plats defining location an:l description of land withdrawn or restored nith 

~S citation to the withdrawal or restoration orcler--Destroy when no longer-r/l)J 1...,1 
,11,iY~ needed for reference. 
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Retention and Disposition Instructions 
BUREAU OF RECLAMATION 

LANDJ WITHDRAWALS AND RESTORATIONS, continued: 

720-1 ApPlications for Land Use Fil.eso Applications and supporting papers received 

by the wreau of Land Management and referred to Reclamation to determine 

Reclama:tion 1s interest in the land: 

a) Applications involving land in which Reclamation has no interest­

•Destroy when 1 year oldo 

b) Applicat:i.ons :i.nvolving land either withdrawn or being considered for 

withdrawal for Reclamation purposes in the office most affected-Destroy 

l year after denial. of the application or its te:rminationo 

730 LAND ENTRY AND SKI'TLE'MENT RECORDS. Correspondence facilitating or adminis­

trating programs which open Reclamation lands (withdrawn from public entry) 

to such purposes as settlement, homesteading, stock raising, mineral location 

and other use• 

• Destroy when 5 yea.rs oldo 

730-l. Entry and SettJ.ement Procedures. Correspondence, legislation or other material 

committing, interpreting or permitting Reclamation to open land for settlement 

or other purposes and defining the means by which the entry or settlement wiJ.l ,.... 
be accomplished (lottery, application, to Veteran's, etc.) 

a. • Commissioner's Office--Destroy in agency 25 years after opening of land. 

All other offices--Destroy in agency 5 years after opening of. land.b. 
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Retention and Disposition Instructions 
BUREAU OF RECLAMATION 

LAND ENTRY AND SEl."fLalENT RECORDS, continued: 

730-2 Land Openings Files. Correspondence, forms and other records required to ad­

minister and accomplish a land opening; such as announcements, lists of lands 

to be opened, statements of qualifications requirements and application pro­

cedures, mailing lists, requests for information and responses thereto, establish­

ing examining or review boards and their functions, handling appeals, providing 

financial or other assistance, and other similar material. 

• Destroy 1 year after conclusion of the entey or set.tl.ement program. 

730-3 RecJ.amation Prol5f11. Correspondence or documents required to prepare final 

homestead proofs, cancel entries or record exchanges of land. 

• Destroy 3 years after conclusion of the entey or set.tl.ement program. 

730--4 Entry or Set.tl.ement Application Case Files: 
~L, 

a) Successful application files-Destroy 1 year after patent is issuedo 

b} Unsuuessful application files-Destroy 1 year after the close of the 

entry or set.tl.ement program. 

c) Farm unit sales, full or part time--Destroy 6 years after title is trans­

ferred to the ent:cyma.n or homesteader. 

73o-6 Minera1 Location Entries Case Files, 

~-'v 

a) Applications rejected by Bureau of Land Management-Destroy 1 year after 

rejection. 

b) Applications resulting in revocation of a Reclamation land withdrawal­

Destroy when 5 years oldo 

700 Page 6 



Retention and Disposition Instructions 
BUREAU OF RECLAMATION 

LAlID RECORDS FILES, continuedt 

740 LAND CLASSIFICATION FILES. Correspon:lence and other material accUlllUlated du=ng 

a land classification survey., Subjects include establishing the staniards for the 

survey, methods for soil and water testing; use of photography, planimetering and 

other survey methods and utilizing computer or other means for tabulation and 

appraisal of the data collected• 

• Destroy when 3 years olir£ fur ~sf,o!>~Tlbl'l of-- ~cd-ul, t,vYIC-bl cM'ds:; A 
-4rui PS J ~lse-& 1 se..e... --H-ie, 5ufip\etM.~ coverCII\.:., tna,.du .,e_- reeult<..bl e.. rec.a~, 3 aa. 

F.:i,- ~irl'o! • fet-.M~le reaoriU l't.loJeJ -Jo %.rs. ;few. 1 S.t:e Sv r f'leM<eMf it..AT ~ 0]
Land Classification Reports. Reports su:mrnarizing land classification surveys I·~ 

-when not issued as a1;1 aqpendix or part of a Definite Plan or other similar report a [ for l"l\~it1-e­
ted~ record~ re.lo.fe& -¼o '%."is i-+e!M., tole. svrrl,e.{MeM,+ I ifeM1.f1'7'-/o _, ] 

a) Regionl office of record--Destroy whan superseded or obsolete. 

b) All other offices-Destroy when no longer needed as reference or when ] years 

old.1 whichever is sooner. 

o) Land Certification Reports-USE Retention and Disposition Instructions 743-l 

fler,a..l p~of-oMt<.f5• 'i'rrrlh ii; wi..)d,;' elei>!:1Firccf1t;i t'1,c;.t,.,;,. i.s p,:,sfed tV"OtJ,'l.cf "r-«.r_5;ns; re9"r""1'::J 
t'\ec{vre of' $£>1ls.:-- PEl2MRAJEN7, offer: 70 N)ft<S /l(:hi;,11 rlt• /t<"[A.fil'r t'lfe~Tl'A 111 r..qel-lt'',f.1 0(" 
I,rrJrt1. ~4e,m r>ttf6 fAL~hhe11er- I; t'et.r/l@r. ,· 1trr, l)l/fl1€r1ct:1.Jll.f~ 5evera./ hundred Cl-<- Pr,

HO~ Limitat:t, ns F.Ue. Correspondence re arding the application an:l rletV }M ae,enr1-y,,, 

enforcement of the :legislated limitation of Reclamation water distribution to lh1nv1i/ t11crea.,e 1rn, i'I l 111 a. /,1 If- () Ill(.,,,I 
160 acres of land in one ownership. 

o Destroy when 10 years old.o 

Note: Policy would be contained in Federal Reclamation Laws and interpretation 

or promulgation via Reclamation Instructions. 

741-l Ex:cess Lands Files. 

water to lands in excess of 160 acres, or otherwise providing relief from that 

li.mtation. [ftpr. b~ svbje,(:.,+1 %-e.r~ ckroMo\ofcu(f~)-

* a} Comr.u.ss1.0ner1 s office--PZR!.!A!IBNI' • Offer to NAPS when 25 years old. &lin.curr~l"I in 

Bv recu,l., , Vo Iv m e
b) All other locations-Destroy when 5 years al.do 

"1-lw..j olecreA<:. e., 
in Fvture.., chs-u,_ppea.r 

~\to~ ii{.(11e r ;{2 Bvre.'\M...
700- Page 7 ,s Vlo -io-w:ie"' o._l\oweJ. 

* Currently numer fire1' from Carter Adnu.nistration; there may be co!'respondence or +c i::urn,sl.i Weder 
legislation banning or prohibiting furnish:L-ig water to lands lll excess of 160 acres. -lo e)(.fi?s.S 

1AMJs 

https://o.\-\-o~11,{.fi.er
https://Yll\1J1}rl1.t1
https://111cret1.re
https://pho+oinu.es
mailto:t'et.r/l@r
https://tV"OtJ,'l.cf
https://re.lo.fe


Retention and Disposition Instructions 
BUREAU OF RECLAMATION 

LAND RECORDS FILES 
Land Holding Limitations Files., continued: 

71.il.-2 Excess Land Agreements: 

a) Correspondence regarding format and content of agreements by which water 

is furnished to land in excess of 160 acres--Destroy when 5 years old.a 

b) Case files consisting of the agreement, appraisal reports and related 

correspondence-Destroy 6 years after termination of agreement;. 

71.il-3 Reports of e.~cess lands, water furnished such lands and listings of related 

agree!!l:lnts. 

• Destroy when 5 years cl.do 

742 Reserved 

743 Irrigable Areas Files. Correspondence incidental to the establishment of those 
where. 

project land areas ~est utilization of irrigation water is anticipated; or 

to establishment of the ultimate irrigable acreage development of the project., 

and including such matters at studies for extending irrigable area boundaries, 

inspecting lands for suitability for retention in the irrigable area; 

re-establishing area boundaries, and considerations of objections to inclusion 

or exclusion of land and other related material. Documentation of the irrigable 

area and its classes of land (suitability for irrigation) is contained in either 

the Lani Certification Report or the Land Classification Map and the Irrigable 

Area maps related to the ProJect. [for M.~1tie -\e-o..Ja.bl-e... rHorclc;, 're,\ aJle.cL '¼ 4ii.,s 
i~, s.ee. Svff>le...wt€..Y1.+) -, +-~ ff1 i-{3 J 

• Destroy when 10 years old.o 

700 Page 8 

https://Svff>le...wt�..Y1


Retention and Disposition Insvructions 
BUREAU OF RECLAUATION 

LAND HOLDI!'l,S FILES 
Irrigable Area Files, continued: 

743-l Certification Reports or Documentation. The report, ~ or other document which 

has been certified as· listing a Project's lands which comprise the irrigable area 

and designate the land classi.fication assigned to those areas, together with all 

related correspondence. Note: The original document of certification remains 

on file with the United States Senate with conformed copies being provided to the 

Secretary of the Interior and the Bure;:iu of ::reclamation. 

Desl-rc..<j 
~ Conformed cow, Coll!l'lissioner 1s office F:l!IRM:AMEftff. Ofi'e:t bu lflffi:3 when 25 

years old. 

b) All other copies-Destroy when no longer required for reference. 

743-2 AcL~inistrative records created during certification of lands such as routine 

letters of transmttal, requests for information and replies thereto, statistical 

reports or information such as volume of \1ater delivered, acreages in the irrigable 

area, inclusion or exclusion recommendations, and other similar matters • 

• Destroy when 2 years old. 

743-3 Water Allotment Agreemen:tso Agreements, with related correspondence, providing for 

release of a water allotment to substitute land in an irrigable area when the 

original land has become unsuitable for irrigation. 

• Destroy l year after termination of agreemen:to 

743-4 Legal Approvals of Irrigable Areas. Correspondence, petitions, notices of public 

hearings, transcripts of public hearings, and other material preparatory to securing 

approval of irrigable areas through Court proceedings. 

a) Regional office of record-Destroy 5 years after land certification has been 

approvedo 

b) All other offices--Destroy when no longer required for reference or when 5 years 

old, whichever is sooner. 

700 Page 9 

https://Destrc.tj


Retention and Disposition Instructions 
BUR.SAU OF RECLPJL'\.TION 

LAND RECORDS FIU:S, continued: 

750 FA.."!M UNIT RECORDS. Correspondence regardmg preparation, reviem, approval and 

administration of i'a::m um.ts; subJects include deternunation of irrigation 

blocks, adjusting boundaries, inspectiq; dama~es from various causes, and the 

adJudication of COJ:lfllaints and replies to inc;_lll.rl.es regarding the units. 

• Destroy when 10 years old. 

750-1 Water Deliveries Correspondenceo Correspondence regarding provision of special 

deliven.es of ,7ater to fa..-m units utilizing unusual types of irrigation or 

sprinkler systems, mcluding notices to repaying entities of v,ater delivered 

and pa;•/ment procedures; periodic reports of water delivered to farm units, 

and other similar macters • 

• Destroy when 2 years old. 

750-2 Farm Unit Extension Records. 

a) Correspon:ience and data supporting requests to e:ct:.end the nt.lll':ber of farm 

units of a Reclani.ation proJect, recommendations for financing of facilities 

required to deliver water to the units, and other sirrdlar matters--Destroy 

when l.O years oldo 

b) Agreements providing water to extended fam funits or financial assistance 

for delivery fac1lities, and all related corres~ondence-Destroy l year 

a.i'ter termination or repayment of the loan, whichever is applicableo 

750-3 Land E:x:cha.nge Records. 

a) Correspondence reg'1tll.ng e..xc:nan:;;es of farm units and their accor.:paeying water 

rights, e~changes of public land for private land and s2lll11.ar matters­

Destroy when 10 years oldo 

b) :9:xchange agree.~ents and all. related cor~espondence--Destroy l year a.i'ter 

term:uia.tion o:t agreement. 

700 Page 10 
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Retention and Disposition Instructions 
BUREAU OF RECLAMATION 

LAND RECOPDS FIIBS 
FARM UNITS RECORDS, continued: 

75o-.4 Development Farms Recordso Correspondence regarding establishment and ad:raJ.nis-

tration of fa..>'Ill units to be used to d8!!lonstrate proper irrigation and fann 

management techniques; cooperative agreenents with Colleges or Universities to 

manage the units; and correspondence arranging for tours, visits and special 

d8l'!onstrations as well as periodical reports of accomplishments. 

• Destroy when 5 years old. 

760 Reserved 

770 SPECIAL USE RECORDSo Correspondence regarding uses of land which require a 

permissive authority such as a lease, license or perrnit. SUbJect include 

determinations of legality of land uses, regulations gove:·ning use, providmg 

special arrangements for a use (such as del;;ying construction pending an 

archeological investigation), evaluations of effects of use on the land. 

o Destroy when 5 years old. 

770-1 Use Agreements (leases, licenses, pem.its) and all related correspondence. 

• Destroy one year after termination, noting exceptions listed below: 

a) Federal Power Permits which do not interfere with Reclamation activities. 

• Destroy when 3 yea..--s old. 

b) Federal Power Permits affecting Reclamation activities. 

• Destroy 1 year after termination. 

770-2 Right-of-way applications allo11ed by Recl=tion over its lands. 

• Destroy 1 year after termination. 

770-3 Lists and periodic reports of leases, licenses, permits and other land use allo,1-

ances in force; requests for information and replies thereto, and other similar 

Materialo 

e Destroy when 1 year old. 

700 Page ll 
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Retention and Disoosition Instructions 
BUREAU OF RECLAMATION 

780 LAND ACQUISITION RECORDS. 

a) Correspondence regarding the ~ethods of land acquisition, such as by contract 

negotiation, by donation, by easement, use of Canal Act, thru condemnation 

proceedings, or other meansJ appraisal procedures; containing legal opinions; 

and including acquisition procedures for relocation purposes (such as reloca­

tion of a highway, a railroad, or other systems). 

• Destroy when 5 years oldo 

b) Gorresp:indence and progress reports of land acquisition actions, estimates of 

land to be acquired, interpretation of legislation affecting Reclamation 

acquisitions, bulk transnittals or appraisals and agreements for legal reviews 

or court proceedings (condemnations) and other Sl.l'llilar admmistrative matters. 

• Destroy when 3 years old. 

c) Correspondence regarding payment of expenses related to land acquisition such 

as in moving fa.~ilies or ir.provements from the land, damages to crops, the 

purchase of improvements; and including appraisal procedures related to those 

actions. Note: Payment of additional expenses to particular landm.ners are 

a part of the acquisition case folder (See Item 780-1, belOVI) and assun:e the 

same retention value as the case folder. 

• Destroy when 5 years olde 

700 Page 12 
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Retention and Disposition Instruction 
BUREAU OF R!!:CLAMATION 

LAND ACQUISITION RECORDS, continued: 

780-1 Land Acquisition Agreamentw Case Files. 

'a) j, Office of Recordo Ori[;inal title data, correspondence of negotiation and 

forna.l or inforn.al riders appended to the acquisition agreement and all 

other related material.o All types of land acquisition are included 

whether by purchase, donation, reserved nght-of-.iay, for relocation r'"'Pt'!>e>.s,cr f,:r L"'to#t_ei-!'he.u1, 

1) ~apers for property acquired prior to 1/1/1921-Subnit SF 115 
nequest for Records Disposition A1~thority 

2) Papers for property acquired since 1/1/1921, other t,han ab­
stract or certificate of title-Destroy 10 years after uncon­
ditional sale or release by the Governrnent of conditions, 
mart ges, or other liens 

3) Abstract or cernt,ificate of title--'.i'ransfer to pu:cchaser after 
unconditional sale or release by the Govt. of restrictions nd liens. 

b) All o#1er oH'ice.s. -· "l'>esh-~ I '-\E'M *i<?r se-11-\fU,\,tet;rt or f,n.,d pCU-f m¼..f 
780-2 Temporary permits or agreements allowing entI"'J or crossing of private lam 

to perform drilling, surveying or other purposes. 

A7go-3
A,io-1 
11 7'i"~ s 

790 

a) Status of I.and Report. Cooputer generated report showing status of lands 

at Reclamation projects; the cmount of land withdrawn and acquirr,d in 

acres and listed by settlement po~ential and by counties within States• 

• Destroy when 2 years old. 

b) Annual timber utilization report and related correspondence. 

• Destroy when 2 years oldo 

700 Page 13 
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Retention and Disposition Instructions 
BUREAU OF RECLAIIATIOB 

800 ECONOMICS REOORDS 

Genera1 Correspondence Fi2es Correspondence concerm.ng methods o! 

economic analysis an:i census-type data gathered in the analysis or 

prediction of benefits or contributions of Reclamation activities 

to the econcJQ" and P3rt.icularzy the impact of development of irri­

gation, conservation of water resources and related purposes in 

project, regional. or other areas. 

• Destroy when 10 years old. 

Final and smmnarz ~.rt.s : 
1 

e.) Reeem eew, oific:e ot eP;l.!'J»tw 

• ~IE!l!l' effer 'be !le:M:eMl: ,",x efti?..ee Ma R:eee ms SeP'!Jiee 'MGR 

.:ii.) All otlier copies. 

• Destroy when no longer required for reference. 

Work and computation sheets; census data and other forms or summaries 

o! statistics for use in preparation of economic analyses or benefit 

studies; including punch cards and interim pnntouts of data processed 

810 

820 

fa( (,\,c.4- 1M - re."'-Ja- N~ flC!otd~ relci:h£ -fer tos{ Mtcl,ft 8JO 
pe1H2,f:7-ls 5'-1-vd,e s see... 5 urrf-e,,vn e,,rt.{I I-fe-Mt_ ft FdO"',})) c 

J. 

https://concerm.ng


Retention an:i Disposition Instructions 
BUREAU OF RECLAMATION 

ECONOIIICS RECORDS, continued: 

830 PROJECT COST REPilYENT RECORDS 

Genera1 Correspondence Files Correspondence rega:roing the concept 

of repayment of Reelamation construction costs, the standards for 

repayment, the many plans for repayment tailored to individual 

project circumstances; an:i adjusting repayment obligations to 

meet changing economic conditions; determining or adjusting of 

interest rates, and other general discussions of project costs 

and repayment. 

• Destroy when 20 ;years oldo 

;e.Jciece. +o se.<'.vr,.,1j Consress,011c,./
Congressional Approval or Authorization. Correspondence :nge.Pei.q 

(P11ullc. l--0..w.s) Off<C>VtnJ M 0cv#io ri z., nc, 
repaymeftb i,elioy llllfi p,:-eeed'!:tres P~i.Ping authorlza.tioll_A.,- the .J 

r~m.e..t+-pcl!<nes., ~-
, ~ongz ess., Jle.~ the amendment of previous legislation 

affecting repayment actions;i:.ho con-es~e,w,e. 1.-ftt-'f,et,~, --¼ei:e. 0,,vi4ior1--z.cd1 0,.,s, 
(An,» !i ?n,1ec.+. Mo.~IV'\1/1')'\. ~e1,,.i-lt.t l'V1MU;.Se, l':, 1 C:,IA,, ~+-r 

a) Co=issioner's office. PERMANENT Offer to NP.RS when 25 years old. 

b) All other offices. Destro;y when 10 ;years old. 

830-2 Repayment Contract Correspondence reg~rding format an:i approval pro­

cedures, confirmation proceedings, routine reports of multiple contract 

negotiations, detennination of assess;ment rates, handling pa;yments, 

and preparation and. issuance of public notices of repayment charges 

and other related matters. 

• Destro;y when 10 ;years old. 

Ag3 I }1~ rie. - re..tt.&.().J,le_ f ,e,,t ord ~ re Io.fc&_ "t-tl 
a 11 vt r'v\-CVd-s se.e..- Surple..-vvt~ 

A'83fa.>b 

2 
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8.32 

Proposed~ ,. 
Retention and Disposition Instructions 
BUREAU OF RECLAMATION 

Records related to possible claims and demands by or ai=ainst the Government or to its accounts. 

Repieyment Contract Case Files 

• Reclamation project costs for the purpose of irrigation, power and municipal. and 

industrial -water supply shoul.d be repaid in full. This philosophy is expressed 

in the Federal Reclamation La'ws enacted since the original Reclamation Act of 

June 17, 1902. Some costs, however, have been authorized as non-rell!lbursable; 

these are for the functions of recreation., fish and wildlife conservation, 

flood control and navigation. 

Prevailing policy is to secure repayment contracts before initiation of construct­

ion. Each repay:ment contract is a speciali:;;:ed document; the schedule of annu.a.l 

construction charges written in a number of mamers and the overall pay:ment plan 

tailored to the circumstances related to the ir.rlividual project. 

The publication,. "Repayment of Reclamation Project", of the Bureau of Reclamation, 

dated 1972, co:at.a.ins deta.iled information on the repayment function and the many 

varieties of repayment plans existing within that function. 

Original contract, amendments and supplements, together with correspondence of 

negotiation and administration; including such matters as allotment of water., 

establishment of official boundaries, conduct of confirmation proceedings, the 

inclusion or e.xx:lusion of lands, and other mattera affecting the repe;yment of 

project construction charges. 

a) Regional office of record - Destroy 10 years after fulfillment of the 

repayment obligation, or te:rno.nation or cancellation of the agreement. 

b) All other ofi'ices - Destroy when 5 years old. 

l For- Vl1--~M- re.,...J..J.le cec.,..,...-J_.r,.. ,elo.Je....l_ 'hi ~h ,~e.-,.) 

St>t sv:.-i- f l€M-<~ ~ A l? 3~. 



Retention and Disposition Instructions 
BUREAU OF RECLAMATION 

EX:ONOMICS RECOP.DS 
PROJECT COST REPAYMENT RECORDS, continued: 

832 Repaptent Contt-act Case Files Original. contract, 

thereto together with correspondence of negotia.tio 

in:luding such subjects as allotment of water, 

boundaries, conduct of confirmation proce s, inclusion or exclusion of 

g the contract. [ for ~1~ •_r~o.l, le... ~cods 
re.~ --\e -\-¼, '.i:, ,t~) &,a,:t tj 

cM-.el g:i ;:i o.; 5t,>e SJfpl~ 
a) Regional office of recordo .:i.--leiM.. A% 3ol,J 

of the repayment obligation, 

b) 

• Destroy 10 years 

cancellation of the agreement. 

832-l Housekeeping records such as correspondence regarding provision of accounting 

ani office services, establishl.ng billing and collection procedureaJ lists of 

responsible officials; estimates of costs for repair and maintenance work; 

drafting payment notices to water users; making water allocations; refeXTal 

of let";ers of complaint or comment to proper authorities, and other similar 

matten. 

a) Regional office of record. 

• Destroy when 10 years old. 

b) All other offices. 

• Destroy when 5 years old. 

832-2 Routine transmittals of periodic reports, agreements, amendments, resolutions, 

water delivery notices; memorandum copies of payment or collection doCllll!ents.t 

arrangements for vistts and tours, progress notes or reports of activities., 

and other similar matters. 

• Destroy when 3 years oldo 

3 
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Proposeo.
l!etention a.n:i Disposition Instruction 
BUREAU OF RECLAMATIOli Revised July 1978 

Records related to pcssible claims and demands by or arainst the Government or to its accounts. 

833 Power Revenue Interests 

Correspondence concermng the acquisition of individual's interests in power 

revenues arising from the operation or use of power facilities constructed as a 

part of a Reclamation project; when those individuals hold a prior water right 

on the river. Current practice provides that such individuals whose lands are 

not included within the boun:iaries of a project irrigation district may apply 

the power interest (as computed) as a credit to the water users obligation to 

the United States for construction charges related to the project, and secure 

a water right for project water. The agreement tenninates when the difference 

between the amount credited for the power interest and the amount determined to 

be the construction charge is met by the individuaJ.. Thereafter, only an 

operation and maintenance charge is due from the individual. 

• Destroy when 10 years old. 

833-1 Individual. Agreements for Aoquisition of Power Interests and aJ.l related 

correspondence. 

• Destroy 6 years af'ter termination or cancellation. 

17 



833 

. ; 
◄ 

Retention and Disposition Instructions 
BU 1lEAIT OF RECLAMATION 

ECON0HICS RECORDS 
PROJECT COST REPAYMENT RECORDS, continued: 

Prior Rights to Water. Correspon:ience regardin rm.shing ittigation 

water to farm unit's with prior water rig 

water by- the repaying entit;r for the jectJ a.nd including the acquisi-

tion of interests in power rev 

833-l Agreements providing for sale to holders of. prior rights a.nd 

e, e~i'\acquisition or power revenue 
-,e Te,C e,_. 
f r"- correspon:ience. 

Loan Programs Correspondence regarding Reclamation's admim.strative 

responsibilities in certain Federal loan programs and contaim.ng the 

guidelines governing the program, establishing qualifications for 

secu.ring loans, prepation of loan applications, deter.:1<:'..ni.ng method Ed 

rate of repizyment, and providing for audit of the transaction. 

• Dest.roy when 10 ;rears old. 

834-l Loan Tral!Dsactions case Files. 

• Destroy 3 ;rears after repa:;ment of the loan. 

SALES OF WATER Correspondence regarding the sale of surplus waters, marketing 

water from now-Reclamation sources, sales for municipal and industrial use., 

trades or exchanges of water and matters concerned with contract proeedures., 

format, legal reviews, providir.g delivery or diversion points a.nd other 

similar matters. 

• Destt;roy when 10 years oldo 

81.0-l. Agreements; sales of surplus water and all related correspon:ience., 

o Destro;r l year after termination of agret9Elnto 

https://goverro.ng
https://deter.:1<:'..ni
https://contaim.ng
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Retention and Disposition Instructions 
BUREAU OF RECLAMITION 

870 WATER RIGlmS RECORDS 

General Correspondence Fil.es Correspondence relating to securing or 

establishing rights to water for use on Reclamation projects, and as 

re•,uired to ensure compliance to State laws governing the acquisition 

or appropriation of water within the Sta:te. 

• Destroy when 25 years old 

870-1 Acquisitions of Water R!.ghts or R:ighbs to Use. 

a) Applications for appropriation of water from a State together 

with records of filing, flow reports, proofs of use, petitions 

to change points of diversion and other related matters. 

• Destroy when no longer required tor reference or when appro­

priation is relinquished b;y ~lamation. 

b) Agreements with Private Parties. Agreement and related corres­

pondence. 

• Destroy lib.en right is relinquished b;y Reclamation. 

Settlement of water Rights or Rights to Use 

a) Correspondence related to the settlement of rights to direct or 

return nows and use of seepage and waste waters; the effects of 

prior water storage or use on a downstream power or pumping 

facility; an:!. the effects of grour.dnater pumping an:!. weather 

modification on water supplies and olillership of rights to those 

waters. 

• Destroy when 10 7ears old. 

b) Subordination agreements am all related corresponience• 

• Destroy 1-:,ear ai'ter termination or cancellation. 

c) Interference studies (historical nows and similar data) supporting 

recoll'llllendations included in a subordination agreement. 

• Destro-:, l -:,ear ai'ter termination of related agreement. 



Retention and Disposition Instructions 
BUREAU OF fECLA.H!\TION 

WATER RIGHTS RECORDS 

870-2 Sett1ement of lt'ater Rights or Rights to Use, continuech 

d) Interference studies in instances where an agreement does not emerge. 

• Destroy when 10 years old., 

e) Data processed portions of an interference studies; i.e., the punch 

cards, program sheets, tapes, discs, transit cards and transmittal. 

records. 

• Beno:, 11hen l year old.-
$ e,Q.. SUff>\'1..11\'\W c.cnJe.r:111.:1 VYL ......c.-1..',YJ-€.- ru~d«.hte. recorc.\s,I+e.,,, /i3;;.~ 

f) Litigation or Adjudications proceedings at which Reclamation serves 

as a w:it.ness. 

• Destroy 5 years after termination of proceedings., 

g) Litigations involving waters in which Reclamation has a right or an 

interest in securing a right. 

1) Regional office of record. Pam,W,l&i'1/ eff:e;p te Wl'l.'i wil.en 2S' 

y<eePS el:d:w De.~ w1t eM... <X ,E; L1 e.tu".S a lJ. • 

2) All other officed. Destroy when 3 years old. 

h) Compacts or Treaties. Corresponience contain:.ng Reclamation CO!l'.!!lent 

or review of prwisions of compacts or treaties affecting Reelamation 

activities or use of water and including data on historical flows 

provided by Reclamation to support its recommendatJ..ons. 
✓-· 

• Destroy 3 years after compact is either enacted or rejeetedo 

870-3 Compact Commissione Correspondence regarding RecJ.ama.tion cooperation or 

participation in compact requirements affecting Reclamation distribution 

or storage of .m1ter; .furnishing infomation on flows or other statistics; 

including periodic reports of the operations of the Compact Collll!l1ss1on> 

and other similar material. 

6 
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Retention and Disposition Instructions 
BURSAU OF RECLAMATION 

WATER RIGHTS, continued: 

870-4 Transfers of Tilter Rights Correspondence related to the transfer of 

rights to water between tracts of land, between reservoirs, and for 

other purposes. 

• Destroy when no longer required for reference or when transfer 

agreement termina.teso 

A '6'1 I - I • 
880 

See., )f"'-dtine -
A i,1- / 

890 Reserved 

1 
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Retention and Disposition Instrnctions 
BUREAU OF RECLAIIATION 

900 PEBSON!iEL RECORDS 

➔ General Administrative Records Co?Tespondence, reports, publications 

and other material relating to the general administration and operation 

of personnel programs and services, and the media by which administra­

tive requirements are disseminatedo 

• Destroy when 3 years oldo 

Reclamation Instructions, Series 310; USE Retention and Disposition 
Instructions 100-4 

Federal Personnel Maru.al; USE Retention and Disposition Instructions 
100-S 

Records ot distributions for magazine and other si.~ilar type material. 

• Destroy when 6 months olde 

Personnel Records Systems 

a) Correspomence concerning systems of tiling or maintenanc~ as 

related to personnel records and safeguarding as required0 

• Destro, when 3 ;rears olde 

b) Correspomence regn.""ding access or denial of access to personnel 

records under Freedom of Information or Privacy Acts. 

• Destro, when S 7ea.rs old. 

c) Investigative records; signed SF-85' or SF-85 or equivalent form 

and related correspon:ience. 

• Inc1ude with r.lght-side mater:Lal., Official: Personnel Folder. 

d) Investigative Files (SEE FPM 736-13 5-2A) 

• aeturn to Civil Service Commission on s pa.ration ot employee. 

e) Confidential Piles 

• Destroy when 3 7ears old.o 

:1') Personne1 Folder; enrollees o._ participants in National Programs 

of youth conservation such as Job Corps, Youth Conservation Corps 

and similar. 

• USE instructiom o:t National. Jgenc,- adm:l.nistering program.. 

1 
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Retention and Disposition Instructions 
BUREAU OF RECLAMATION 

902 

Service Record Cards, Chronological Files (SF-SO's), Duplicate 

personnel documentation and sill1ilar. 

• USE Genera1 Records Schedule lJ Items l, 2, 14, 18 and others tS 

appropria.teo t_ D
It '(oJ-J .tfo.chi11e, ~£e?.dable ree.t,rrl,:5 reta.:f-rnq ft:; er:s:~,y,e.( Ac1,0?1--.S rrocc s {; l)1j< --

903 Personnel Audits .SQ.e,. Svf/>1e,,,-¥,,.e,,,ft-1 I~ RC'f o ;1.,-/ • 

a) Correspon:ience arranging or required to accomplish inspections, 

surveys or a:udits of personnel .functions and including routine 

transmittals, work papers and preliminary evaluations. 

• Destroy- when 3 ,-ears oldo 

b) Final reports of audits, bureau-wide in scope, Commissioner's office. 

• Destro,- when S :,ears old. 

c) Final reports or audits, local in scope, office of record. 

• Destro,- when 3 ,-ears oldo 

d) All other copies. 

• Destro,- when l 7ear old. 

904 Ron-Federa1 Educatiaa1 lpnPloyment and Training 

a) Correspomence and promotional material announcing or soliciting 

caniidates for non-feder~ sponsored education, employll!ent and 

training. 

• Destro,- when 6 months old. 

b) Documentation of non-federal training or education in Official 

Personnel Folders, when of benefit to career. 

• USE General Records Schedule 1, Item l 

c) Documentation o! non-federal training or educ;ition; non-career 

related. 

• USE General Records schedule 1, Item 10 (Temporary Individual 
files) 

2 



Reteotion and Disposition Instructions 
BUREAU OF RECLA.Mi'.T!ON 

PERSO,.fNEL RECORDS, continued: 

9QS Personnel. Fol'ml!I 

a) Correspondence regarding preparation and use of personnel forms, 

including their revision and other related matters. 

• Destra,y when l year old. 

b) Case folders, a.treau and local personnel orieoted forms. 

• USE Retention and Disposition Instructions 140-7 and llio-8 as 
appropriateo 

910 ORGANIZATION 

a) Correspondence, reports an:! other material regarding organization 

or reorganization of the B:11::eoutive Branch of the Federal Governmeot 

particu.l.arly as related to the Depa.rtmeot o£ the Interior and its 

authorities affecting the Bureau or Reclamation. 

• Destra,y when. .3 years old. 

b) a.treau of Reclamation; correspondence, reports and other material. 

regarding organization/re-organization; delegations of authority 

from the Department of the Interior; centralization or decentralization 

of activities; establishment or discontinuance of offices, organization 

charts and other similar matters. 

l) Reclamation-wide in scope, records of the Co11m1issioner's office. 

• PERMANENT Offer to NABS when 10 years old. 

2) Internal organization of the Engineeritlg and Research Center; 

records of the F.&R Center. I 1 
~S-talA..j wh~ lo y,s O Cl· 

• ~ M'fe:t bo tb\RB when l.8 ,-eaus old:. 

3) Internal organization of Regional Offices and their satellite 

field locations; i.e., authorities of the Regional office and 

their extension or delegation to field locations, establishment 

or discontlllllance of field offices, centralization or decentraliza­

tion of activities, and other similar matters. 

~ PERIIAN!fflf ftegional: Office of Recuxdo 8:ffer to ?WtS when lO 
yeu,s old, ¥<ttg1o-14.td C>ftice o~ record - - .D~s.tr~ wk~ 10 

!XI~ l.\ rs • of&!/"''lAJ.l other offices. 

• Destroy when J years old. 

3 

https://ttg1o-14.td
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920 

Retention and Disposition Instructions 
BUREAU OF Rl\XlLAMATION 

PERSONNEL RECORDS, continued 

a) Correspondence regarding personnel requirements and stai'fing 

limitations; position management (establishment and identification 

of positions and assignments of duties or responsibilities); and 

including periodic reports of staffing requirements, reports of 

compliance with personnel ceilings, and other similar matters. 

• Destroy when 2 years olde 

b) Key Positions, correspondence regarding filling positions which 

require approval of the Secretary of the Interior, the Civ:il 

Service Commission or the Co=-ssioner, Bureau of Reclamation. 

• Destroy when J years oldo 

c) Specific approvals of employees tor key positions. 

• Destroy when superseded or rescinded. 

d) Vacancy notices and employment forecasts; record copies. 

• Destroy llhen 2 years old. 

9JO EMPLOIIIENT 

a) Correspondence regarding employment through exainination, reinstatement, 

under merit systems or by other means, special employment considerations 

(consultants and experts in technical fields)., re-employment rights., 

employment in ungraded or unclassified type positions or placement of 

the handicapped; types of employment (career or careeP-Corxl.itional), 

Congressional or Presidential appointments; probabationary work 

periods and other similar matters. 

• Destroy when 2 years old0 

b) Correspondence and other material regard:!ng employment preference for 

veterans; employment rights while on military duty-, deferment or 

exemption of employees from milita.7 duty-, and other similar matters. 

• Destroy when 3 years olde 

4 



Retention and Disposition Instructions 
BUREAU OF RECLAMATION 

930 

933 

934 

936 

937 

PERSONNEL RECORDS 
EMPI.OIMENT, continued: 

c) Se1ection a.Di Recwitment., correspondence regarding selection or 

recruitment of employees from certificates of eligibles, thru 

Civil Service Examining Boards, and from programs of recruitment 

in Colleges, Universities and sim:!.lar institutions; including 

certificates of eligibles and correspondence administering or 

operating recruitment probTalllS. 

• Destroy when 2 years old., 

d) Ex:aminations, correspondence regarding preparation and distribution 

of examination announcements and administration and operation of 

examining programs and selection of employees from such progrc1ms• 

• Des'tro7 when 6 months old or 6 months after close of exam; nat.ion. 

e) Employment Progress Reports such as reports of hirings, progress in 

recruiting or filling positions, personnel returning to positions 

from military services and other similar matters. 

• Destroy when J. year oldo 

Employment Qualif'ications, coITespondence regarding unusual qualifications 

required for certain types of employment such as particular skills, 
I 

education, experience, fitness for duty in such occupations as Lineman, 

Driller, Scuba Diver, and other related matters. 

• Destroy ,men 3 years oldo 

Applications for Employment - Applicant Supply Files. 

• USE General Records Schedul.e J., Item 15 

Details, correspondence regarding details of employees and including 

in:iividual detail transactions of employees such as arrangements for 

travel, justifications for detail, funding and other similar matters. 

• Des'tro7 when 3 :,ears oldo 

Dual Bllployll!ent, correspondence regarding restriction or allowance of 

dual employment, containing comment or inquirY, and including periodic 

reports of employees dually employed. 

• Destroy when 3 7ears olde 



Retention and Disposition Instructions 
BUREAU OF RF.CLAM.A TION 

PERSONNEL RF.CORDS, continuedi 

938 Separations, correspondence regarding separation procedures, exit. 

interviewing, appeals from involllntary separations and periodic reports 

of separation~ and reductions in forceo 

• Destroy when 3 years oldo 

a) Retent-ion Registers 

• USE General Records Schedu1e l., Item 17b 

b) Surplus Em:pl.oyee Lists 

• Destroy as superseded or when 2 years oldo 

940 PERFORMANCE RATDIJ RECORllS Correspondence concerning rating systems, 

appeals procedures, rating guides, reports of ratings and including 

appeals files and certificates of performance ratings. 

o USE General Records Schedul.e l., Item 23 

941 Training Programs., correspondence regarding administration of job­

oriented training programs, employee participation in such programs, 

deterim.nations of training rer uirements, evaluations of programs., 

reports on progress in providing and rrainting pros,rams and other 

similar matters. 

• USE General. Records Schedul.e 1., Item 30 

943 Em:pl.oyee Awards Files, correspondence, memoranda and reports required 

to administer all programs of employee awards or recognition including 

imividual case records and other related material. 

• USE General. Rocords Schedule l., Item l2 

950 POSITION CLASSD'ICATION Correspondence and memoranda regard.:l.ng the 

development of standards for classification of positions pecul:i.a.r to 

an agency and Civil Service approval or disapproval; including copies 

of standards, case and review files, position descriptions, survey 

or audit records, appeals files., and other similar material. 

• USE General. Records Schedule l., Item 7 

6 
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960 

Retention and Disposition Instructions 
BUREAU OF RECLAMATION 

PERSONNEL RECORDS 
POSITION CLASSIFICATION., continueds-

9!,l. Labor Jlanagement Relations, Wage Board Positiom Correspondence, 

memoranda, reports and other records relating to relationships or 

negotiations between managenent and employee unions or other 

groups. 

• USE General. Records Schedul.e 11 Item 29 

9$1-l Wage Board .Agreements and related correspondence. 

• Destroy l year after termination. 

Paz Sys-tems, con-espondence and memoranda required to administer 

salary or wage systems, copies of legislation establishing wage or 

pay systems, or as required to document pay adjustments or pay for 

holiday and other types of duty, lump sums or terminal pay, providing 

for cost of uniforms, and other similar matters. 

• Destroy when 6 years oldo 

a) Salary Tables 

• Destroy when 6 years oldo 

b) Wage Surveys, correspondence, memoranda and other records of wage 

surveys in selected locales or types of work and recommendations of 

rates comparable with private in:l.ustry; al.so include survey work 

sheets and recapitulations. 

• Destroy when 2 years oldo 

LBAVE SYSTEMS. Correspondence, memoranda am other records related to 

establishment and administration of leave systems. 

o Destroy when 3 years old 

a) Record of leave data transferred (SF-ll50 or equivalent) for 

separated employees. 

• USE General Records Schedule 1, Item 1 

b) Records of leave use such as SF-71, Application for Leave. 

• Attach to Time and Attendance Report for period in which leave 
taken. 

7 



Retention and Disposition Instructions 
BUREAU OF RECLAMATION 

PERSONNEL RECORDS, continued: 

970 Persormel. Relations Records, correspondence, memoranda. ani other records 

regarding employee relations and welfare and counseling; including such 

matters as work hours and conditions,. support of employee welfare and 

benefit groups or associations such as recreational groups, credit 

unions, employee associations and employee memberships in professional 

organizations, socia.l. groups, and bargallling uni.ts (unions) • 

• Destro;y when 3 ;years old. 

• WO SEE General Rclcords Schedule l., Item 29 

970-1 Investigative Records 

a) Correspondence, memoranda. and reports of security requirements of 

employment such as considerations of employee character and investi­

gations of character though arrest records, employee references, 

Hatch Act considerations and other s:unilar matters. 

• Deatro;v 'tlben 3 years OJ.do 

b) Case Records of the Civi1 Service Commission. 

• Return to CSC on loss or employee or when no longer required for 
reference. 

o) Case records of the employing office. 

• Destro;y on loss of empl.o;yee. 

970-.3 Equal Bnp].oyment Opportunity Records, correspondence, memoranda and 

reports required to promulgate and administer the program. 

• USB General. Records SOhed:u.le l• Item 26 

8 
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Retention and Disposition Instructions 
BUREAU OF RECLAMATION 

PERSONNEL RECOR.re 
PEBSONHEL..:m:L!fiOBS RECORDS., continued: 

971 Position Tenure and Conduct., correspondence, memoranda and reports 

regarding standards for employment (character and fitness) and for 

employee conduct; discipl.inar:,r actions and the filing and conduct 

of grievance appeals; and incluiing reduction of employee pay and 

grade or separation for reasons other than reduction in force. 

• Destroy when 3 ;years old.o 

a) Grievance, Disciplinary and Adverse Action Case Records. 

• USB General Records·Schedule l., Item 31 

b) Standards of Conduct Files. 

• US'B General Records Schedule l., Item 28 

c) Personnel Counseling Records • 

• USE General R§cords Schedule l., Item 27 

974 Health Programs, correspondence, memoranda and reports regarding 

participation in national health programs and with health units at 

Covernment installations (such as the Heal.th Unit of the Public Health 

Service at the Denver FEderal Center)., financing such programs and 

other similar matters. 

• Destroy when 2 yea.rs old.o 

915 Insurance and Compensation Programs., correspondence, memoranda and 

reports regarding health, life and compensation programs available to 

FEderal emplo;yees; enrol.lJ!lent plans, payment of premiUl!lS., applications 

for benefits., and other similar matters. 

• Destro;y when 3 years old.o 

9 
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Retention aIXl Disposition Instructions 
BUREAU OF RECLAMATION 

PERSONNEL RECORDS 
PERSONNEL RELATIONS RECORD.S., contitued: 

975-l Injury' Reports, CA-1 and CA-2 forms and related correspoIXlence. 

a) When not reported to Office of Workers I Compensation Program 

(See FPM Supplement s5-6 lc/3/ 293-Jl)o 

• USE GeneraJ. Records Sched.u1e 1, Item 1 

b) When employee consults a peysician and a claim for compensation 

is filed with Office of Workers' Compensation Program. 

• Forward all material to OWCP. 

c) Reference copies of injury reports and related correspondence. 

• Destroy when l year old. 

Retirement Systems, correspondence, memoranda and reports regarding 

retirement systems for Federal employees; payroll deduction increase 

or decrease, payment of annuities data, and other related matters. 

• Destroy- when 3 7ears old. 

a) Applications, for death benefits, retirement, refund of retL""B­

ment deductions, to make voluntary contributions and including 

individual retirement recors a:rxl. designations of beneficiaries. 

• Transfer "to Civil. Service Commission on retirement of employee; 
destroy copies 11hen l year oldo 

b) Registers of separations, transfers and adjustments and anilllal 

summaries of retirement transactions. 

• Destroy 'llhen 3 years old. 

c) Other forms and reports such as quarterly reconciliations., lists 

of transfers in and out, lists of separations by retirement, and 

summries of retirement fund transactions. 

• Destroy 'llhen 2 years oldo 

/(M,'re,,,-, e,,,f /t-nn" rfy E shm ,d,1 
lD 



• 
Retention and Disposition Instructions 
BUREAU OF RECLAM>TION 

PERSONNEL RECORDS, continued: 

980 11:1.scell.aneous Personnel Matters, correspondence a.IXl mei:ioranda concerning 

social events, retirements, illnesses, deaths, requests for blood donors, 

fund raising activities; preparation, printing and distribution of 

publications or articles regal'tiing the personnel function; providing for 

the continuity of Government during emergencies; and as required to issue 

and renew u. s. Government Motor Vehicle Operator Identification Cards. 

• Destroy when 3 years oldo 

a) Motor Vehicle Operator Identification Cards 

• Destroy- as cancelled or on loss of employee. 

b) Driving test results and related IIB ':-erial. 

• Destroy- when 3 ;years oldo 

980-l Correspondence and other material about national or local unemployment 

conditions including statisical data, plans and programs for relief, 

reports of area trends and other similar matters. 

• Destroy when 1 year old. 

990 Personnel Reports of a general nature and such as employees listed by 

state, sex, geographical location or distribution, by Civil Service 

classification, in occupational groµps, and the entire series of 

SF-113 reports. 

990-1 

• Destroy as superseded. 

11 



NCl-115-77-1 MACHINE-READABLE RECORDS SUPPLEMENT 



NCl-1: 

17ote: All item mitJbers in this .Supplement incl•.1c:e tne prefix "A" to 
differentiate machine-readable records from the textual records 
to which they relate. The remainder of the item number duplicates 
the item number of the related textual record; for example, A 120-1 
machine-readable records relate to 120-1 textual records. 

A 120-1. ,Jleother.mal. ~timm; A one-t:l,mQ surve:, (8-9-73) or a 

geotht!l"lllal well in Iq>eriaJ. County,, Cal.itorm.a.., Recording 

11ell depth in feet. and for each depth the sonic velocity,, 

Gamma-gamma denait.T, Naitt'On porosit,":, and other ct.ta as 

required in an lithologic interpretation and. 11ater q:ualit.T 

• estimate of the well.. The data was accmmuated for an 

ongoing stud,y of the geothental potentia1 in the Imperial. 

Valley of Calil'omia. 

• Destroy upon CO!llplet:!on o! stuc;y. 

A 120-3. i!:nviron."llental I::.:roact State,::ients, ?...."'limal a.n:i pla..nt life inventories and 
ongoing data for managemenL studies: 

a) .Arranged by assigned sequence ?llllllbers and recording data 

such as abundance, l.ocation., genus, c:oi:ii::on or f~ name, 

and other information required to support el!Vironmenta1 

impact stata:ients. One-time studies with on-going infonna­

tion to time of publication of impact statement.. 

• Destroy lfhen no longer required .f'o:r reference. 

b) Base inventories such as described above in special. areas 

such as wetlands or Counties or Project areas. Data is 

in no l.ogical. sequence and maintained by multi-access 

retrieval. system. One-time studies with on-going informa­

tion to time or publication of final evaluation report. 

• Destroy J. year after publication o.f' related final. 

evaJ.u.ation report. 

/'18 (JJ!ltf :/?(8!1/JJ3.lt .. ft_f/JRJJS. _;illffLEil.£.!I.L 

https://8!1/JJ3.lt
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NCl-115-77-1 i·l2.chine-R.1:. 

A 130-5. 

A 140-6. 

Damage Claim Status Dlf'ormation recording claim numben., 

name a:od address o! cl.aiJllant., cla:imed amount of' damage and 

amount paid and other sim:ilar data required. to administer 

and maintain action of' a current basis. Program is limited 
• 

to o~ claims connected with major dam failures or other 

disasters; the data is updated as frequentl,y as requirel! 

while cla:ims are beitlg processed a:od all in!ormati.on is 

subject t.o the Privacy Act. 

• Destro:r 3 :rears attar audit or setUeme.nt of all cla:ims 

received with.ilJ 3 years o! the i:acident. 

RECORDS MANAGElraN1'; master index to lists o:f' records trans­

:f'erred t.o Federal. Storage Centers over widel,y spaced intervals 

of' time am requiring updated inter-!ill::lg of' more current 

in.formation or extensions of' reeo:-ds. Data produces a 

printed index which identi1'ie11 the shel.! list; accession., 

page and storage container nu.cl;e..""S and p:vrldes a brief 

des:::r.i.ption of' the records, their dates and other information. 

Data is updated as required.. 

• Destroy when no longer required :f'or reference. 

https://claim.ed
https://setUeme.nt
https://in!ormati.on


A ll,.8. T I3.:-.;,a:r :1.YI:D=::-r:::.NT. Jnjexes to l:itera.tw.·e a.n:i non-books (reports) 
relating to water resources: 

a) Tit1ea or data imaxed by subject te:nns ill al.phabetical. 

sequeme and b,y titles withiD the terra :id:entif':L:::ations. 

Ret:risva1 is by use ot document de:sc:riptors ill an 

alphabetical arrangement. Covering under this sy-stem 

began ill l9S2 and it has been updated ammaUy up to 

the present; till!e. 

l• Destroy when m 1onger required .tor re£erence. 
! 

b) Bibliographica1 invem;ory of' mn-books and. literature I 
related to water resources and 'Water resou...""Ce deve1opment; 

projects or activities. A nsort.-!n9rgs sub-routine" 

arrangement is used for retrieval. ani the :s;r-rtem is 

capable o'! listing data. by :rivar ba.s1n ident:U'icati:i:ns. 

• Destro:, when no 1ozlge:r required. ~ re.i'erence 

A 181.. Mai:l:ing Lists! 

a) .BIDDl!iRS, DESIGM ilD CONSTRUCTIO!f 'aOR1[. Lists of person:, 

and firms requesting receipt or proposal.s to bid for 

design and constmiction work contenplated. b,y the Bureau 

or for inf'or.::iation on contract awa.-i:ts; arranged by name 

and Zip Code. 

• Destro;r when no longu required .tor re£erenceo 

b) BI.mraRS., PROFILE CODE ADDRESS FILE. Lists of persons or 

firms and their interests in type of work being offered 

for bid by the Bureau; arranged by first line of address 

and second line. 

• Destro,r when no 1onger required tor reference. 

c) EtWIRONMENTAL STATEllENT ADDRESS FILE. Lists of' persons 

or organizations to Nceive enviro:n:nental. statements; 

arranged by Zip Code and name. 

https://1.YI:D=::-r:::.NT


KCl--115-77-1 riach:i.."!e-R.e,. )le :-:.ecord.s Supple:.::ent 

A 211. Budget Estimates - Auto~ated: 

a) Special. stud.ies data for budget. estimates am bJdgst 

subm.ss:t.ons for the f'isca1 year; :identifyi:lg program 

items, f'um, estillated cost, description or item am 

projectil:lg cost estimates S 7ears in advance. Data 

is gathered on a contim.l!.~ ·basis am is used as base 

f'or various reports required in the progra::'.l!liDg am 
icoordinating of budget.a. 1 

t 
• Destroy- whett no longer required for ref'erance....J'l.l~ -not s:oo 111er ;,h(iM... 

J :years after close ot ad7al:ice estimat.a perl.od. 

A 21,.0-3 Expenditure Accounting Systems - Automated: 
CoJe. sheris; 1i\W(\V"' g~en~°'-~ re.i:ivl~ ;,, ~~fi"HC. cf -.J.l.t> vt..r-l<>«-s 

a)/\Punch cards, tapes,r-.discs am otbar media ~,w ~. , 
pn~t-/W',\S eY:.p~clih.>re, €A.e~\.,lllj ~ CH+- c..c.:: 0 1.,1••,d- 1"'4 St.-jstev.,J {FNA.-+ FAlC 

FASr SISTE,.I apptierU1111111 in both »i• iM a:tl1 !,IC~ ! pro~~s), 

but not to the 00:!l p~ucts (See 2L.O-l. and 2!:.o-2 for 

instructions related to orlg:1nal. micro.fiche products). 

• Destra;r l year after cl.ose of' rel.ate.d fiscal yea:ro 

b) Depredation am replacement accouati:o.gJ estimating 

costs for operation and i:ia.i.ntenance or Project features 

or strnctures as well as £or estimating repla.ce:nent; 

requirements. Cu?Tent unit cost estimates a.re used as 

a base for computation.s. 

3 \\eATT. o.t"ie. re.\c..\-€.0. plaM+- is. no l!YWie, i1rv ope.ro..{,_.,_ 
• Destro:,/.t",m. !l."elailad p;l,aM :!:a no l:ctflger :!ca epuatil.a. 

1 
or possession of Bl1reau of Reclamation. -rf3 r 

I 

It\ 0 /ot.S ,.., ti 
c) Distri.bntions of plaIIt costs; a systematic recording of 

plant costs (operation, mainter.ance, replacement) and 

distribution or the costs to the equipment. related to 

the plants (such as equipment in a substation). I 
! 

Data arranged by name of plant and related accounts. I 
3Lfea.n oAe,_r ;-/f,nt j::, W~lv ~ ~rla..tf 

• Destroyti•• rulab«l p:bmt::ie- no l.oDgeP :m epeMUaa I 
I 

Ql: po8M8AOR ~-Bttrea ~ ~m&M:en. [ 

https://accouati:o.gJ


NCl-115-77-1 Hachi.11e-:. 

A 241. Prooerty Accounting • (;--lovable Property) - Autor:iated: 
a) Quarter:13' inventor,r listing ol lllO"l63bl.e prope:E"t7 with 

descriptive intorma.tian., acquiaition data., emp].oyee 

responsibilit,-; arranged numerical~ by entity number 

a:nd then project seria1 :au:mbe:r. 

Des-tr~ wk<IM, 3 '1c.b..r-s olv!, 
• ?Jestxo3 wh:eu no l:ougat Ieqtthe4 fa1 nfe::eooe. _ 

~,:& 
10/a.s}1g 

b) Uonthl;y listings of' property transaction:s., acquisitions [ 

and 1osses with re.f'erence to receiving or losi.tlg docu-- / 

1mentation. 
! 

• De.stroy' wban no l.oJJgU" required f'or reference. 

A 250. PAYROU. ACCOU'N'rlNO Code sheets, punch cards and other ~ media for au.tom.a.t~ 

payroll accounting includi.tig mgnettc ta:pes but excluding CCU and hard.cow output 

(See retention and dispositton insc.-uct.ic:ns 250-1 thru 25o-6 for cove:rabe of' out­

put). 

a) Input for preparatton of payroll re{;iste::s, p.;,;r card info=twn, le.ave status 

re,:orts, bo!!d status repo:::ts a:xi other ca':.a related to individual e1:1ployees; 

i.e., p::-oduc:!.ng the !.!aster Er::playee P.eco:::tl in both bi-'l'leekly a."1d aI".nuaJ. fasues. 

• Destroy' -nhen 3 yean old. 

b) Ya.chine n:edia for co!:lpUt.ation of Tine ar.c! Attenia."lce o~ ex::pl::,yees. 

• Destroy $ months after close of related pay period., 

c) P~ll estimating by employee name., grade and salary. 

• Destroy when no lon~er required £or reference. 

d) Office expenses; el'lployee narae, grade and salary as used ~n pa;rroll estilrating 

but arranged by office loc.. tion, expen::;e category, and other i::21.ated inf'orma­

t1on. 

• Destroy w~en no longer required for reference 

https://p::-oduc::.ng
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!:Cl-115-77-1 ::Vlacr1i..'1e-:te.,::lable aecords Supplenent 

A 310-1 

LABOR STATISTICS 

Labor wage rates a.Ild illdex; data gathered fI'Olll la-'hor organiza- , 

tions in local areas a.nd is used to coiq;ute a labor irxlex for [ 

purposes of estilnating construction, operation and mainterance' 

costs. 

• Dest.ray when no longer required for ref'ereiice. 

A 3ll 

ABSTRACTS OF BlDS 

~ses of' abstracts ot bids for use in est.imating construct­

ion contract costs. 

• Destroy when no longer requ1:red far re.rerence. 

A 322 

Data processing systems; pmeh c:anlsi, tapes, discs a.nd basic 

program decks used for verl.f1cation ar updating P'.1.--.-:poses or as 

a duplicate., a source listillg or backup dat.a f'or secu.rit.T• 

• Dest.ray or re-use when su.parseded or no longer needed. 

A 32J 

Vehicle a.nd stores cost a.nd use aceotmtabilit,y data for COU 

Program 0700, Vehicle and Stores Clear-1...ng Accour.t bllt excluding! 

the COM product (See 323b for instructions related to retention 

or original microfiche.) 

• Dest.ro;y l year after close of related f'iscal. ;year. 

A 329 

Aircraft operationa expenses, cost arxl use accountability as 

combined into crn.r Frogram 0700, Vehicle arxl stores Clearing 

Account but excluding the COM product (See J2Jb for instructions '. 

related to retention of original microfiche). 

• Destro,- 1 :rear after close of related f1sca1 year. 



~JCl-115-77-1 MachLYle-?.P"•iable Records Sup?lement 

A 330-l. 
CONSTP.IJCTION CO~"TP.ACT E.AR'l'S",lCRK PROGRESS; computation of pay 

quantities for progress in earthwork :it Project features or 

structures such as dams, canaJ.s, roads, drainage systems a.r.d 

other similar features. Includes such data a design progress, 

embankment, change orders, material fu..--:r..shed, plant account, 

speci1'ication item calling for the work, unit price and other 

data as require to compute 100nthly or other payment to con­

tractc>::s. 

a) Alphabetically arranged by contractor nace and specifica­

tion =ber, item or specification, and other information 

as required. 

• Destroy 6 years after fina.1 paymez:t or contract or 

settlement or all claw. 

b) Numerical],y by station number or zone area in which the 

110rk is performed a.::d with other info=tion as required. 

• Destroy 6 years after final. ~ent or contract or 

settlement of all. cla:u::so 

c) OriginaJ. cross-section data or grct:nd photogra=etry into 

ca..'"'Cl. images or taken frtlm stero plotters to card image or 

tape used as a base collection of data from which pay 

quantities data is col!lputed. 

• Destroy 6 years after final. payment of related contract 

or settlement or all clail:l.so 

d) Initial input backup for prcgress paYI:1ent computation by 

item and specification number. 

o Destroy 6 years after final. payment of related contract 

or settlement of all clai=. 

https://clail:l.so


l'iCl-115-77-1 >'.achine-Re::>::iable Recorjs 3u~:plemant 

A 380-l 

g) Property, control. __ and custodia1 records b,y data processing 

system3 utilizing a1l. items listed above as input am 

resul.ting in mont:Jly and quarterly listings of property 

transactions. 

• USE Items 21&1- and. .241-b., Machine Readable Records 

Suppl.ement • 
.. ..,., -

A 430d - ~ ..._:,1=_.. ::·~: ~ __,,_ - -·- :. •.:-.\•·M--

EARTH UOVE!IEN'l' STUDIES - El!BANIOdENT FAILURES \ 

Triaxial. shear test results fl'Ol:1 embankment material.a !roe sites 

which have suffered from earth 11:0vement or failure with such data 1 
i 

-ias the pl.asticity index., liquid limit., speci.?::an size., specific 
f 

gravity am similar im'o:r:iat"i.on. A..'Tangenem. of data is by a i 

numerica1 index assigned earth sal!Iples and identification 0£ the [ 

r·
sampl.e location at the stntcture or site. Resul.ts of analyses 

are illvoI1'()rated into laboratoey- or other si.::I:i.lar reports {such 

a3 the analysis of the Teton Ila:!l r-n .. re in the report, "Stress 

Strain Cha..-acteristics of Zone 1 l.latez.;__aJ. - Teton Da::I.") 

• Destroy 5 years after publicatio.i of resul.ts in laboratory 

or other technical. report. 

.... ~.,.3 

https://resul.ts
https://Resul.ts
https://im'o:r:iat"i.on


A 450g 
WATER QUALITY STUDY RECORDS 

Compiled results of water quality testing and measurements or 

stream, grourdwater az:d. return :f'l.aws on streams or river systems 

affected by Reclamation Project development. Data also includes 

chemical analysis of the water., sediment capacity, turbidity-., 

master site,. return flO"lf components ani other sil:lilar information. 

Data is used in a number of programs, such as: 

1) Predictir.g effects of project development on water quality 

and return fians in the river or stream basin., 

2) :Modeling the impact of project develope:ent on receiving 

streams. 

3) Predicting quality of water to be dalivered to another area 

or country O,Ierlco) as well as quan:.i-.:;r of water (as may be 

re<;.uired by Campa.cl; or Treaty). 

4) To monitor the water supply being furnished to irrigators 

and aid in improving the quality of the water. 

5) To assess the quality of water and return flows for purposes 

of preparing Planning and Errr.i.romental. assessments. 

Data is arranged in a variety of marners: 

l) By measuring stations, strea::i. basinl' f'l-O"l'I and chemical consti­

tuent of ...ater., date and time of' mea.s1.ll"e!!l8nt. 

2) By Project, site,. da~;:;. a..":d ti:c:e of' measurement. 

3) By streao basi.tt,. now and chei-..ical constituent., year and month. 

• J)estroy when no longer required for rererence 

https://Campa.cl


l!Cl-115-77-1 :•achine-Readable Records Supple,:::ent 

CLI!lATOLOGY - STATISTICAL DATAA 470g 
Weather data gathered from i'ieather BUrea:u atrl Reclamation observa- i 

I 
tion stations as well as froa other a1<encie including such infor:na- i 

I 
tion as solar radiation, precipitation readings:, temperatures, and 

similar information. Data is used in soil-moiture determinations~ 

percolation and in the deteroination of the storage and release of 

water to meet project water requests. Arrangement is chronologicai 

by station number or numerically according to yea:r of data. 

• Destroy when no longer required for reference. 

A 470-1. Project Skywater. Date-gathering records related to research in 
atmospheric water supplies: 

a. Dii7,ita1_F.ad!U' Data.. The ".:.." .:.rchival file conta.ining: e-iited,· -- - WITHDRAWN
corrected and compacted ide~tifying information, averaged 
echo-range b:L~ data and cali~r~tion data. Identifying 
i.~formation consists of date, time, location, length of 
bin data, type of scan, azb.ith :L11crement during sweep 
ani operator's notes on seeding. Radar data is recorjed 
:L~ digital video integrator a.1d processor u~its (dBm) and 
is converted to po•..;er uni ts ( IBm) tlrrough the use of a 
calibrator tra..nsformation e~~~:i0n. 

Fi:..1::,.12B?IT. O.:fer to L~.::s w!'l-en no longer rcq_u:ired for 
Fe £>erence. 

b. Digital Radar Data. The "D" variable length dBz .file WIIHDRAW~l 
containing extracts f'rom the ''A" file for selected study 
areas within well iefined range and azi~uthal bou.,~jaries. 
The radar data on the file are in meteorological units (dBz). 
Identifying i....-1.for:nation for each sweep recorded on the ''D1t file 
consists of a case ID, date, --:;ime, tilt and azimuth of radar 
receiver, azif!l'.1th i.r:1cre,:1ent, range start and end. The purpose of 
the file is to supply the user co~mmity with data already edited 
and pre-processe::l which has current or future value ex1d is in 
an easily accessible and compressed for::n. Its most probable use 
is for aereal precipitation analysis. 

~::~~IT. Of!'ei' to :L'...1.S ,,he!'i ne 1en~er required f'or 
refer encti. 

11S11c. Digital Radar Data. The or case study summary file WIJHDR,WIN 
containing general information record, a volume suITu~ary 
record, and a tilt summary record for each antenna elevation 
angle up to the ~aximwn tilt. 

F:8.tf lAfil::1'11'. Ofter l;o ?J.•.RS when no longer required for refer1mce. 

d. Digital Satellite Data. Digital satellite data tapes are WITHDAA'NN
composed of raw visible and. i.'11.frared ( IR) radiance cou..'1.ts 

I 



NC1-ll5-77-l :·:a.chine-Read e Records Supplemen;t 

A 470-l. d (continued) 

with line documentation. The d~ta is interlaced visible 
and m composed of 6 bit visible and 8 bit IR words, 2200 
words per record. Every other IR word is a zero. The first 
126 words of each lR record is line documentation in:'c::r:nation. 

PM~4ANENT. Off'ex to NARS wmm rro le:l"l:gor roquif'cd fer rd:!ewa:R:Q€-;: 

A 500. E :or~r:u APPLICATIO!IS - CE..:'E?..AL 

gram card files idth various pn:,g=s written in both ' I 
Forl::-an am Cobol. a.id used '!.or co:::r:::utations associated II 

with c.esi.gn a:id coo::;.,::uctioa pla.n.::rl.ng for var;o\!s 
! ------ ✓i 

., project featu...-es such as 
I ~------- .---···-· 

w"'U other s,n; 1 ~-;- activities. 

• Destroy ..ten l:x> lon.,,o-er r-equir1:ld !or refe..--ence. 

b) Curve selections fitting series of cata ::;x:,:..'Tts; a da-:a . 

deck-series (da:.a poin"'...s) fhting c:u...-ves by either the ; 

least squares or po1y:ocmina1 r:~hods. 

• Destroy w'.hen no longer required !:or :.-e:!"e="'_nce• 

A 502. 
Project. Cost Esti=ting; la'!:?r rat!:!, preval.urt. in the 

ccnstruction traces to ba considered in est:'..i:ating p:-oject 
--------------·- ---" 

construction., operation ar:d =intcna..rice costs to be incorpora-

tt:d :!.nto current DC-l Project Cost :S.Stiruates. 

0 Dest.r,:,y "i!'hen no longer required for refe::-ence. 

i 

I 

https://requir.ld
https://pla.n.::rl.ng
https://c.esi.gn


--------------------------------
r,;cl.-J 15-77-1 t '.a.chi.n~-?.e:1d.c Recorj3 Supple~ent 

A 503. 

:..,-.d.EX to c-=a;;ir.gs a..-xl designs at all 3ureau of Rec' 2-.ation 

iro tallations upon entry into the raic:-ofi~ (a:;:;e::-tu...'"e ca.-d} 

syst=- .All oificial dra?1ings (i..,;cluding =.l.!"2c~rer., other' 

2.gency, .a_nd s·hd1ar re:erence ~es) a:;:-e included :_n the 

cyst=• Output consists of tno indexes; (1) a =erica1----------------~-
:bci!X identifying Project, station, ~..ing seqlliillee and 

very brief description, alld (2) alpr.abetical. subject index 

by _:;:::roject. 

A 504. :OORROW AREA INVESTIGATIO!B & REPORl'INO 

a} Field data; investigation of borrow pit a.-eas, type and 

quality of materia1. Data from field books, :naps, 

geology reports and design requirel!lents. Updated as 

required. 

• Destroy 6 years after completion of rel.at.eel earth-

i,ork contr3ct. 

b} OVerha.ul. quantity aIXi distance calculatioi::s !or- cost 

estimatillg purposes and for design pur;x,ses. Data is 

taken from Slll"7'ey' data a.'n design requi.=ents. 

• Deatroi 6 yea.r.s after completion of related earth-­

work contract. 

-·- - - ----·---,
" '.~ .~-,,~ '-=crt"" '-'ai..-:ter.ar.ce ?rcg:::-.:.lll,"-' 3u=eau-,d.de ca~ case • 
... \.. __ .,..wu....i. ...,.,.:....------------- 1 

ticn and betterr::ent p~grans (inspectior.s of st:1.!ctu:--es a.'1d 

, r,c1 u-'ed• identification is by Redon, Project, re5?onsible ! 
-4 - ~ J o I 

I 
division or unit, inspected status of the st:::uct.:re and ' 

action required or t;:;_':<en. Data. contains infor:::ation frot?l 

,- 1902 to the present.,;/ ·~ 
I -

https://OVerha.ul
https://c-=a;;ir.gs
https://3u=eau-,d.de
https://ai..-:ter.ar


NCl-115-77-1 Machine-Readable Records 3upplement 

A 510. DAMS1 DliSIGN AND CONSTRUCTION CONSIDERATIONS• Data-processed 

progral!!S related to anal;rsis or dete:cnination of structural. 
I 

strength int.he desigD of' dams; determination oi' dam. coordina.-L 

tes, block layout patterns and volnme COJl!Putationa; to analyze! 

stress tor desigtl purposes and record 'behavior of structures 

Ul'lder stress am load conditio!la. 
-c ...., ..... r ... ,. -:. "' "". -~ - ·., : .,.,...,., 

,- - ••~_.. ,....!1..1'.. ~::Us.£.l.~.o...z.1.¾ .... •... ..::::."\.½-...~J;p....:....... , ... ,e,,-- _,.,._.. - ,..A 510-l. 
~ 

Arch Dams Stress AmJria Sjfstem 

a) Master program and subroutine tape; system backllp of: • -

Ll.,000 source card images converted to tape.. Arrangement 

or sort. begins with main overlay. Data. is updated 

JnOnthly. 

• , Destro,- ,rbeu no l.cmge:r requi.:red for ref'enmce. 

b) Dynamic program tape; a b:tna:r:, program. which because o!: 

:lnf'requency of use bas been removed f'rcm the system. and 

saved on tape. .Arrangement or sort. begins with the main 

overlq. Data is updated anmaJJ7. 

• Destro;T when ?ID l.ong8l" :r:,,qu:ired :tor rerereace. 
A 510-2. 

Behavior Observatirme; structural. beba.vior of' dams UIXier 

stress or load conditions as recorded by meters and other 

inst:rmne!lts instal1ed 'lfithin the structures. 

a) Creep ru_s...oq; data reduction of' increnents of strain 

from loading as recorded t1'0l!I Carlson strain meter data. 

The histor;r is in a numerical arrangement by group and 

st.rain recorded current~ and prior readings. Data. is 

reduced eveey two years with an update every four years. 

I 
• Destroy- llhen no l.onger rectuired for ref'el"flnce I 

I 

-
b) Meter Data.; readinga f'rom meters and instraments measu.r-: 

ing stress, strain., joiJtt. openings and other structural. l 
behavior. Data is arranged b;y name 0£ structure., t;ype '

I 

of lileter or instrument reading, group number., date oi' 

reading and the reading. Data is reduced eveey tiro 

years and updated every .four yea.rs. 

• Destro;y 11he:Q no lmlger required .for reference. 

'. ., .,._ 

https://bi:aa.ry


FCl-115-77-1 1·lachine-:?..ead, _e Records 31.rpplement 

A 510-3. Construction Coordinate; BJ.ock Layout and Volume Program. 

A list or programs am subroutines which describe the 

- lcontrolli.Dg geometry of dam structures, the volume of \ 

blocks by lii't and the survey control points for
• 

contractoL" 
I
\ 

use in pl.acement of concrete. The data senes as a 

system backup for source-card images which are ~~t =-1.11-
tained. Arrangement or sort begins with ca.in program. 

Updat:lllg is anmalJ.yII 

• Destl"oy llheD no l.onger requ1zed for reference. 

A 510-4. 
.:., r., 

Centerlll2e Profil.es; systems program which computes 

centerli.ne profile for ttSe in flat saction earthwork 

program. IDput from feasibility reports and topograpJ:v. : 

Updating is periodic • 

• Dest.roy·lfhtm- related COD8mlction contract. file ia 

destroyed. 

A 510-5. 

DAMS., Earthwork 1!:s't:imlrtes; earla.ork quant.i.ti~ computation 

by volume and cype far est!=ting ;,=poses; using data from 

topographic I:Japs, geology repor..s, survey data. Use in 

advance planning am design studies. Updati.Ilg is variabl.e. 

• Dutro,' upon complstion ~ work mxier related construction 

contract-

A 510-6, 

DAJ.rS2 Site Selection Rocomm.issance; ca.l.cul.ation of volume 

and reconnaissance costs for earth dams utilizing crest 

elevation and profile data as input. Program results are 

used in comparing dam sites. Updating is periodic. 

• Destroy when no l.onger required for refere~. 

. -:.:_..~..._, ...· 
- ~-- .... - ~ 

https://quant.i.ti
https://centerli.ne
https://Profil.es
https://controlli.Dg


~;Cl-115-77-1 :-Iachine-Read.able :rtecords .Supplement 

A 510-7. structural. Analpis P.rogrua 1 

a) Data :tor :tinite element models to execnte dynamic a.n~esI 
without hAving to start f'rom the ver:, beginning and con- , , 

/ 

taining data to re-eta.rt a:n~ses. Sort is variable (/ 

depending on how the deck is to be read. 

• Destra,r when no l.cmger required for re:terence. 

b) Syst~- backup programs and subroutines (Version 4). 

Tape replaci?lg source card :images and sort beginning 

with ma.il:l overlq. trpdat«i axmr1aJ1,-. 

• ~ 1lbal DD longer required roz- re.:terence. 

DAMS:, Ter:rai:Q D1rtaJ Sl1t"7eJ' data !ram area ~ proposed dam. 

sites for use in design studies., layont of tJle dam, and 

f'or CO!!lpa.."'1SOn of damsites. Data derived f::ram SUl"Vl!IY notes,, 
I 

Itopographic maps.., geological. i.avestigations data and other 
' 

similar m teriaL. IJpda:tiDg is periodic. 

DAMS,, Node and E:l.elllent Data; data raqu:ired to describe the 

f'itd.te elsra.ertl: tlOde for da:ll?s. A."lalyses by irdividual. dams 

avoids nace,3.S.ty to redescribe the entire finite element 

model. in .future a.~es. Arra."lgement ar sort is dependent • 

on program :reading the data. The data is of' contimrlng 

:nature. 

• Destn,:,- lib.en no longer required f'or reference. 

A 510-2. 

A 510-9. 

A 511. 
RESERVOIR llANAGEKEN'l'; data processed programs recording the 

storage and rel.ease of water for irrigation and other pu:rposes 

at Bureau of Reclamation reservoirs together with records oi' , 

stre.im and return flows,, elevation of reservoir., precipitation, i 

temperature, demand am dellver,y statistics and other similar 

information as required of the individual. programss 

•--r-~:77-~--1·~:r~~·,...,~--:<•;~.:t?:11!:~~I ~·,.·~-~"'~"• ., ~ 
,.. 

https://nace,!J!.ty
https://re-eta.rt
https://Destn,:,-lib.en
https://f'itd.te


ncl-115-77-1 :!achine-Read,able Records Sunplement 
Dail;y' Accumul.at.iom or Datar '1 

A 5ll-l. a) Reservoir el.evations and capacities information f'or use in 

preparation or area-capacity tabl.es. ( 

• Destra,y l year aft.er preparation o:t the final. area. 

capacity table. 

b) Water log information from all locations reporti:ng data 

and which is later incorporated into the da1:cy- historical. 

i'ile. 

• Destra,y l. ~ after imrorpora:t.ion of data into the 

~ historical. f.'.lle. 

c) H:1.storical water record of' daiJ;r statistics using the 

mul.ti-data base and used to compare old and new data for 

forecasting purposes and preparation of the elevation­

storage graph for th.a year sharing .m:iniDIJJI and maximwa 

data. Updated aumaJl;y. 

• Dest.ray 1lhan 'DO lollge1" required for re.ferecce. 
A 5ll-2. Weekl;r aecumnl.atd.a:aa of dal:a with onlT-~ of data 

beiilg ret.ained. trpda.tulg ia 'INMkl;re 

• Destra,y 1lhen 1 'J'98r' ol.d., reta;ildl!g 01iq' cme -,,-ear of 

data on band. 

A 511-3. 
-

Historical. operatic=I data collect.illg and report;izlg on a 

JllOnth:cy- bas1a (someti:zlle called a Water Sllpply Master File) 

and recording such information as reservoir storage for 

the current and preceedi.ng year, changes in storage, listing 

water releases to irrigation, to municipal. and irxlustriaJ. 

use, for flood control purposes., and other simil.ar informa­

tioiu 

a) Historical. data b;r project number, reservoir number., 

date and other information as furnished b;r data coding 

f'orm and updated moIIt.lt:cy. 

• Destroy when no longer required for reference. 

b) Historical. data in ra.ndam access file updated ;yearly. 

• Destroy when no longer required f'or reference. 

'""• •• °t•• - ..,-,- ,__,..~~"':; :" L...,._,,_.,,c<11j•~~:,;".;,'-•"'I.'>,..~-'!'~~::~~ -••-• t,;4:'""'~.,.""''f :.-,.- --~ 

•, . 

https://preceedi.ng
https://simil.ar


~, 
l;Cl-115-77-l l :achine-P..ea:L. a Records Suppl:ment 

A 511-4. Amulal. reservoir operations data for iniividual. reservoirs 

storage credit computation with water measurements and 

opeaation statistics determining in:iividual. water organi.:za.-: 
\

tion storage credits in the reservoir. Data is used to 

prepare- ammal. o eration.s summar.r for the reservoir and 

to verify tbat operation. Updated motrt.b.17. 

A 511-5. 
Small. reseJ:"IOir sizing computations; data checlc a:ad. fi-ald 

reconnaissance estimates determining ~am.cost 

of small asphlat lined reservoirs. 

• Destroy when no lo~er required for re:tenmce. 

A 511-6. 
'.rlc-;is and dive...-sio:cs data; streamflcws, .f"....aws a.-id ru:vers:.::>ns 

at c= in 2h-hour a:ve:a.~ and variances of !:!.°'ls f= ti:a 

=ster sc::ecule. Data is used in ;prepa..--::.."":g 2r.al:,ses tables 

a.-u Ca.'1 be retrle,;ed by table iden-:.:L.':icat:ion or by no:rt.h, 

cay or Ilo., qua..,ti~. Data is t:;:cated at J to 6 oorrt.h fater-; 

I
.a.ls a.'"ld d,.iplic:.ted !!:! the t:::·;u::s!'er of thedata to tl-.e tables. 

1 

• Des:roy ~~e~-~o long~~ ~L.:~ for_E_~e~ence. 
=· ~,v '-_:'.:.. 

A 511-7. 
Irri~ation efficiency studies; water deliver-es to IITigation 

or D:;:-air.;;..6e Dist::-icts by date,. tu_-nout r:u:cl::e:::-s., co'1tract 

identification, hours or irrlgation, c::s,, acre-:'eet and other 1 
I 

inforn:.at!on: 

a) Irri;;ation rBcorc.s com:;:mted anrmally and used cy a. 

Tecr:nical. Field Co=ittee in evaluati::g efficiency 

in t.'1eir fiscal Year re::x:irl. 

• Destroy ~hen no longer re<;,uired for reference. 

b) Crop production a.rd other simlar info=ation for 
I 

·,1eter budget analyses by a Technical. Field Co=ittee C 

~aluating irrigation efficiency m their fiscal. 

year rep:,rt. r, C,,1-✓ ".F.-'fl.,;([,_,'--.> ;•~.J-~ (j 
• Destroy 'lllhen no longer required i'or reference. 

https://e'C'aluati.ng
https://armaa.l.ly
https://D::-.:!.ir
https://deliver:.es
https://determin:i.ng
https://motrt.b.17


tJCl-115-77-1 11!achine-Read e Records Supplsne~t 

A 512. Annual Operating Processing ?lans Data. ·•.1ater operations for one 
irrigation season sUJUnarized and projected operations for the forth­
coming season predicted. Thirty year averaged i.ni..-"'lows and end of 
irrigation season (September) storages are used as a base along with 
other statistics derived from the programs described in Item 511 et al. 
Data is updated annually. 

Destroy when no longer needed for reference. 

C,:...naJ.. Ca::;ac:ity S;.udies:A 520-2. 

I 

losses and other cat.a on ca!::.U. .cyste=.s (i.e• ., i::ain car.al.,·. 

latera.1.s and sub-latera.1.s); Data :is alpr.abeticaJ. by 

cana1 code and m:.merical by lateral. =bers. The stl!dy 

:is usually of a one-t.ime n2ture 2--id :::x> u:;:xiati:cg is 

usua.l'.cy per!'or::.ed. 

• Destroy when no longer requL-.-ed fo~ =fere.!'X:ee 

I
.h) LateraJ. i!:ipri:::ve:.::e~ si.z::.r.g cat.a s-..ich as length, capacity,,r 

losses a.'1d o-ther ~ta for process~ f-1.L"7Cses. :cata is 

arra_,ged by lateria..l. i.denti:fica-:ion a.Di is pa..-.-t of a / 
one-time s~ i.Dvol"T'_-ng no u9(!at:::..ng. 

• ~stroy 5 yea.rs a.f'ter ccrn-pletion or related study.I
I 

A 520-3. ... .,... 
Earlhworlc: Qu.uit.i.ties .for estimating construction costs and I 
for other prPJjm'"a;cy:...c..esigc ,...,c cosL§tudies; i:ncludir..g such ! .--- ' 
statistical. data as ce:rter-lir.a cat, cross-eection ~e-;rels, ' 

quantities for seed:i.Dg and topsoil restoration; =alyses of I 

l 
construction costs; wasteba."1...1<: analyses; borrO"II' areas a.rd i 

I 
related quantities; c:uJ.vert requireI::ents a.l"Jd. costs; design 

\ar.:d hydrau1ic data; ove:-hauJ. quant:i..ties; bric'!ge and road 

l
requirenents and quantities; drair.age area data, runoff' I 

Icalculations; wliter S21m1er a.~aly::1is of pipelines a.'1d other I 
similar data. I• Destroy when rela. ted CO:r"..struction contract is eligible I 

for disposa.J.. 

~--,~-~~:~ ..:0;~~~· -- ~-

.;; 
,.::.,. .. ".I_,~ ~:~\i~i;~:~ ~ .,.. .. ' 

• " 

https://upcat::.ng
https://per.for::.ed
https://one-,:,:iJ.ie
https://seed:i.Dg
https://usua.l'.cy


---------------
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A 520-4. 
Diveraion ·Schedul.es - TUrnauta; canal. system turnout studies 

t'or purpose of determinint water capa.eit;:,' required !or 

dellv827 or divers.wn of water to !arm units. All turnouts 

in the system are included and arranged r.n.u:ierically by an 

assigned sequencing m.:mber. The <hta ia updated a.nmi.ally 

arid 1a u.sed in the pi.-eparaf;ion of' constnction s-pecil'ications. ( 
! 

• Destroy when related comtru~on contract 1a disposed. 
"" ... ' . "~ -~~ 

A 530-l. DATA ?R;OC-::<>c;FJ) AP?LIC.\TIGNS; resu.l-;s o:f 

surveys,. topography studies., weather da-"...a (dai.l;r or 01:.her 

pe~cdic repo:tL".g of precipi-:.ation), h:y".:..--o~~c cha..r3cter-

istics of t:le S:?a.L-.a.ge a=sa.s; a...rd Cat.a :"ron soil co;:sen""a-

t.ion i:.arr.ial.s., the NOAA Atlas II., ar.d ey::.:::-aul::.c s"!:u.di.es. 

The in!'orcation is on both cat.a ca=cis an:! ta?e, it is not 

U?datad..regular},y but. on:!y as rec.1i:..:-ed a..d t.':.e ca.:.a is 

a) D::--a..inaga a....-ea cha...-acteristics, ~~cal..... 

b) ?.u!Y.lff cor::;:utatio:!l by d.,-..;-~ge ar<>...as of =us, f:or 

~e:-gad. a;-',!aS of c.::-air.age, a::id as co;:i':>L,ad. -:,ith storm 

f';;-eque:x:y da-;.a. by p:.:,,ject arc..as a:::id st:::-..::c-:.ires..a..'"ld used 

Destroy 'ii:len DO longe;- req_u:L.--ed for re!'erence. 

c) Incre:::ental runoff by ar<>...a and location; input to other 

progr-a::is involV'_,g fu-ainage frora r..noff• 

Destroy '!then r.o longer required for ref"ere:nc~.,• 
q) rl00>d studies; precipitation and Treque..'lcy or eXCess or 

.ood =aunts of runoff a.rd their effect. on drair.zge 

.,,, ,•fareas. 
t ; • > \ 

• Destroy- wen no longer required i'or re!'er-ence. 
- ' . . ~. ~'{ ~.~ .-...;":. . 

,· .. 
:,/-_ ,'":~·):~ .. ~;·_.._~--\~,_~/·.·• ....,.. . 

https://d.:.aina.ge
https://Sehedlll.es
https://s"!:u.di.es
https://S:?a.L-.a.ge
https://divers.wn


NCl-115-77-1 >Iachi.""le-Read .e F.ecor,is Sup:pl3:nent 

A 530-3. 

A 540-1.. 

,~:-a-:iot:::-ansnira.tion !r-=ra d....-a"nage; pro0-rcm reading ciai.l:, tTaather 

lUld precipitation _data for calculation of cor:Sl.lrlptive use of' 

water b-.f the Bl.aney-Criddle method by crops during the vd.nter 

:months or other periods. 

Destroy 1'1hen no longer requ.L.--ed £or re:fer~e•• 

:2:xcavation quantities and ri,:;ht-of'-·..-ay CO!!l?ltation for drain 

constrnction and used to est:i=te reconnaissance- costs. 

Destro;y when related constracti.on cont~t-.is d.is:;:,osed•• 

PU'i?BiG PLANT CGST ~!!.!ATING: cat.a decks cor:':.a.ini."lg costs 

infornation related to operation, i..a.inte:cance and re_;:>lace-

~ent oi" equ::.:;::::~::rt at plants a:rl to cc:pa::ae o;,e~ting costs 

di=eters aild. head cl.ass req:.:.::.:-ed. 

b) Recor-..naiss.sr.ce costs ::.ncb:iing; S7ri. tc~a..""'=-S 2..:ld 

equipe:rt._Cost cornpa.-iso:is bet-,,een d.:ufe:-'---=.g 
I. 

plants are pre?'lred• 

Destroy '!then no lo:oger required for rei'erenee•• 

A 550-1. 

,\1te::-nativa nater :-..:,r.a.;e:::ient conceuts by ind::'..vi_aual riv-<:::-S 

or river s-,1s::.=s :fo:.- ar:/:i::,ce p!.3.nning purposes =d cor.:!..ict.- ' 

i..""lg water su.rfaca profiles fro:a re...-ote se:1si.i7g ard topo-

graphical data. Data is on tape and updating is van.able. 

Destroy l>he::i no lo:oger required f:ar reference•• 

••• '=-"~~:-···~;;~;y:·,7;~~~-- ., •••• -
.. • 4.J..;f' .,,J,,,. \ 1-=M - -

https://iDCV">..Ql
https://Reco:u-i.a.isscr.ce
https://constrncti.on
https://readi.ng
https://cont~t-.is


-----

I,:Cl-115-77-1 ·,:achine-H.ead.. ...e Record3 3u?ple:nent 

A 550-2. Forecasting Water supplies; data base and p:::-ocessing pro-
I 

grams used in forecasting water supplies b;r speci:'ic control., 
t 

points. Basic data is from uses Water supply :::-ecoros -.-vhich ! 
fis updated monthly and ar!"a.'15ed in chro:::ol05ica1 o.cer. 
I 

IDestro7 ~hen !lO longer requ.L.-ed for reference•• I 
' 

A 550-3. Ope:-ati:n:s Studies; streamflows by yea:r, month,. week a.'1d 

I 
in 8--::iay periods for use in arl:orance plannL,g studies by 

f'.
Projects. Ope:-ations can be con.;mted by .aryi_:ig p=ioc.s o! t 

t 
tbe {da~, weeklJ", monthly, yearl7, eu:.). Data is on I 

I 
card and duplicates i.'1.fo=ation in USGS ~a~ supply Reports~! 

Dsstroy when no longer requ.L."ed for refere=e• 

A 550-4. 
?.unoff P.ll<:ords: 

a) Historic records fro1:1 USGS records 011 ~ s;;.re=s 

and used to con:::-..-a.-e various pl.ans of wate!." develop:::ent 

and effects of c.evelop:::e.'lt in the area or river basin 

being stuc.iec.. Data is in cl:...-onological order by 

river location a."ld is i.:pdat;;,d a.'1..~• 

• Dastroy nen :xi longer required f'or reference. 

b) P,.i.'"Oif co::;putes by cor:-e:!..it!.on :methods in unfon::a.tted 

order and used in all p~i.ng studies. 

Destroy ""hen no longer required for rel'erence•• 

A 550-5. 
streamfl.aws from uses gages in selected rivers and creeks- in 

areas being studied !or ,rater resources development feasi­

bilities and advance p].anning• Data is chronological. by 

gaging station mrmbers and then containi:ag readings; it is 

availabl.e in two forms: 

a) Master Data Cards 

• Destroy 11hen no l.onger req11ired for reference. 

b) Subsets of the Ya.star File 

Destroy upon compl.ation o! the study'•
• 

https://cor:-e:!..it


-----

:1~Cl-115-77-1 •iachine-?.e. ble hecords Supplement 

A 563-1. 

r;-.mici;:;,.J. and ir.dt:.s':rial uses nhich is used ::.i:: reco:::::-..?.issa..,ce 

cost estL--:a-;:,es for such activities as: 
i 
I 

a) Desalti.,g plants ;,_"Xi facilities in acco:=-ca...,ce ·,rith the 
I 

i 
\ 

Bu:·e---::u. of Recla=tion I s 11:Ces;;lt~ Ea.r.::book for Pl.3...rine::-s." \ 
I 

Data is i..pdated as requi:;;-ed. I 
i 

Destroy uhen ro lo!l&er required for re.fe:e:nce. i• 

b) Ac;.ueduct syste:::3 including ponping plants, pipelines and 

other fe.c:;tures with data updated as required. 

Dest....---oy ..hen no longer requi.:-ed for rei'a.>-ence • •
A 630. 

::;,cn-c:il;r calc,1l;;t,0~¢ pc-Rer i:sa,;e insic'e 2.:-rl cu-;:,s;de the 

r.2.:-~ c.-'... -L....g r..:-2a (USB?). A:-:-r-Jr:c::ent is 1::;" :-,c,;;.1-~1 ;-_;rl U"-e 

years, a c8py of t.:le out.put is sent "!,o c ustc..e:-s. 



J.. 6JO, continued 

!' _ _'.'.'_Cl__C:_~ sched,_~1 crl cy t.':a_ ~s;;;;,.~e_i::!. o~ ?::}e_=-g:J"A 6JL;.. 
i.:·,JH==a :3~.!....t.~S. fa....:"-QJ ~.:s:-c~ s:iA1-:::---trs; a c2...,,.-d f; 1 e of 

a.fter the follOii'~Tlb .t:!onth. Da..t.a is C'!..:.p7"1cc.tt::d en 

IJ"..iC.1.Jfi..che. 

b} a 

A '7'-l o. 

tion of ir:::...igable 2~_2s of .the ~:'Oj~ct. 



~:Cl-115-77-1 :,3chine-F lable ?,ecords Supplement 

A 740-1. 

Fa:-:n 2!1p•..1-r.. ..;aries as does updatir..g. 

• Dest:ruy T.:len ~o lo:-1.ger requi....-00 for ..-E=_fe::-ence. 

A 743. 

a) Car..al eys-:.c::1 i=p~ve:::ent sL.udies; C.a. ta a.:72r.gffi by ca.."lal 

code c:...:~:l ca...~al :::::--~on:..c. 

..::. - :::.. -- ~- -. .,, 
---·-- J---• 

c) 

! 
:.-_-~_'T'~ ?-:... -- ~·T _!~!) !~~~~~-.,7_cr l: ~u.LSI':':1:-~::; "iJ/·.:rA ~?'-~::::--:.S::D :· 

A 180.->-f. 

i 
: e.cc:.-:i ~, :._: .. 3_st:..cal infc:::;.a::.ion of T"'l---,-.e-·y , 1 

,--~.- -v I 

2-r'd I 

.= ~~:t;:-;~;~-t' ~ -

....~ ,. - -
r,t ~• .,,. . 

;~..•'. 



... , ' • tI{Cl-115-77-1 .iacnine-, lable Records Supplement 

A 780-5. 

A 820. 

. .,_
c.a .... ~ 

/ 



•-cl-115-77-1 'lachine-Readable Recor:'!::; <;nnnl PmPnt. 

L;_-.:Cs ~n:.:-:..:1:_, a .~a:,';;';= J:sz::''3A 831. 
' 

r:1d duty of ~;;;7.er i:tfo:-=at::J:n. 
oes:rr1.1'.1 wh€.M., \'le \c11j"'- .. l'leeJeJ:. ~ct" tePere,1ce,

A 832. 



~iCl-115-77-1 ~e Records Supplement 

s:lc-••:::.g -:-a :.e~ ~:!l-:::s 
r---

A 871-1. 

:..s !~..l:!!erictl 

i 

I 
A40,1.-1, 



?;Cl-115-77-1 

A 975-3. 

Data is or:::.:••~ed by er2~lcyee P2..".:..'e ::.r.d. is :.t..-X:~to::.:d :1s 
---::.::.=.-~ 

https://icc:..ud



